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Overview

This chapter describes how to use the FormFlow® Filler User’s Guide.
It covers the following topics:

= finding information in this manual
= recognizing conventions used in this manual
= getting help.
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Using this Manual

This Filler User’s Guide contains detailed information on using FormFlow
2.x Filler in a Windows 3.1x, Windows 95, and Windows NT environment.

Installing FormFlow Filler

This chapter outlines how to install and set up FormFlow Filler in
Windows environments on stand-alone and networked computers. This
chapter also includes a list of common file types associated with
FormFlow applications.

Getting Started with FormFlow Filler

This chapter explains the terminology used to describe the Filler user
interface, and the different types of help available to you. You learn how
to work with—and even customize—the screen components.

Filling Forms

This chapter describes the methods you can use to fill fields, such as
typing text, selecting from a list, or inserting a text file or OLE object. You
learn how to move between fields, to check the spelling of your text, and
to sign a form electronically.

Working with Data

This chapter describes how to open an existing database or create a new
one, to select an existing index or add a new one. You learn how to add,
update and delete records, to commit or rollback changes to a SQL table,
and to search for specific records in a database.

Sending and Receiving Forms

This chapter describes how to send or package a form, how to unpack,
update and return form packages you receive, and how to route and
update workflow tasks.

Printing Forms

This chapter describes how to select a printer, and how to print a form on
either blank paper or pre-printed stationery.
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=

Quick key: CTrRL + O

Recognizing Conventions in this Manual

Filler procedures and usage examples appear in numbered steps in this
main column of each page. An arrowed “To” heading marks the start of
each procedure.

(] To follow a procedure

1. In the chapter section, read the introductory text.
2. Look for the arrow that identifies the start of the procedure.
3. Follow the numbered steps.

The numbered steps in a procedure describe only the menu method of
performing it. If there is also a quick key or tool button that you can use to
do the same thing, it appears in the left margin.

Illustrations of dialogs appear in the main text column. For example:

1. On the File menu, click Open. The Open dialog appears.

File Mame: Directories:
I = fre d:“formiflow formshaccount
ageachtp.fip + = dt
agsachil.fip (= tormflow
cashdisbfrp (== forme
cazhflow. frp e
credit.frip :
detit frp B
fimal. frp -
Ligt Files of Type: Drives:
[Fame 17 & [=s B

Typographical Conventions

Special fonts are used for emphasis, as described in the following table.

Description Example

Commands on a menu and field On the File menu, click Open.

names on a dialog appear in Click in the List Files of Type field, then
boldface. click Forms (*.fr*).

DOS paths and file names appear in A dBASE index on the field CustomerNo
small caps. would be named CUSTOMER.NDX.
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Description Example

Keycap names appear in small caps, Press ENTER.

with an initial regular cap. Hold down the SHIFT key and press TAB.
Text that you should type in a field In the Description field, type:

appears in a sans serif font. Weekly Expense Report

References to titles of FormFlow For more information, see Chapter 5 in
manuals appear in italics. the Getting Started manual.

Getting Help

In addition to this manual, there are a number of resources available to
help answer your questions as you work with FormFlow.

Using FormFlow Online Help

See “Using Help” on You can press F1 for help on your current task, or, to display the online
page 3-11. help contents, click Filler Help on the Help menu. The available help
topics are described in the following table.

Help title Covers these topics

Menus and Commands Provides help on each Filler menu and
command.

How To Provides step-by-step instructions on
Filler tasks.

Troubleshooting Suggests possible solutions to situations

that may arise when using Filler.

Using Help Provides information on how to use the
FormFlow help system.

Contacting Your VAR or On-site Developer

If you cannot find the answer to your question in this manual or in the
online help, take it to the person who designed the form or form
application you are working with, or who is currently designated to
provide you with support. This could be any of the following:

= Your supervisor

» the on-site FormFlow developer

» the Value Added Reseller (VAR) who provides FormFlow to your company.



Installing FormFlow Filler

This chapter explains how to install FormFlowe Filler. It covers:

preparing for installation

installing Filler on a standalone computer

setting up your workstation to use a network copy of Filler
performing a silent installation

understanding the installation options

customizing your installation

uninstalling Filler

understanding FormFlow file types.
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Preparing for Installation

See “Installation
Options” on page 2-10.

Checking Your FormFlow Package

The FormFlow Filler package contains the following items:

= FormFlow Filler CD-ROM

= Filler User’s Guide
« License agreement.

Note: The FormFlow Filler package also includes a portable document
format (.PDF) version of the Filler User’s Guide.

If any item is missing from your FormFlow package, check with the
person from whom you purchased FormFlow.

Minimum and Recommended System Configurations

Minimum and recommended configurations for systems on which
FormFlow runs are shown in the following table. Check that your system
meets at least the minimum configuration requirements before you
install FormFlow.

Equipment Minimum Recommended

Computer 486/66 Pentium or higher

Computer memory 8 MB extended memory 16 MB or more extended memory
(RAM)

Graphics display VGA SVGA or higher resolution

Hard disk space 24 MB, plus 24 MB, plus

1 MB free on C:\ for temporary 1 MB free on C:\ for temporary
files, additional free space for files, additional free space for data

data files files
Printer Any supported by Windows Laser printer
Mouse Any supported by Windows Any supported by Windows
MS-DOS 3.1 6.0 or 6.2
Operating system Windows 3.1 Windows 3.1, Windows 3.11,

Windows 95 or Windows NT
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Reviewing the Installation Checklist

If you prefer, you can
add SHARE.EXE to your
AUTOEXEC.BAT file so that
it loads at start-up. For
example, add the line
C:\DOS\SHARE.EXE.

Before you install FormFlow, review the following checklist to make sure
your installation is successful.

If you are running:

= Windows 3.1 - all of the following notes will apply
= Windows 3.11 — use VSHARE.386 instead of SHARE.EXE

= Windows 95, Windows NT - you do not need to run sHARE or a disk-
caching program such as SMARTDrive.

Reviewing the README File

Take a few minutes to review the README.TXT file for FormFlow. This file
contains updated information that was not available when the manuals
went to press.

To view the README file immediately after you install FormFlow, enable
the View Readme file now check box at the end of the Setup wizard. You
can also access the README file at any time from the FORMFLOW directory
on your hard drive.

Loading SHARE.EXE

If you are running Windows 3.1, FormFlow requires that you have SHARE
running while installing or using FormFlow. SHARE is a DOS program that
provides file sharing and locking capabilities. Running SHARE prevents a
file or database record from being edited by two applications at the same
time, which might result in data loss.

Load SHARE.EXE at the DOS prompt, or to load SHARE.EXE when you start
your computer, add the following line to your CONFIG.SYS:

INSTALL=C:\DOS\SHARE.EXE

Note: Some programs may not work properly with SHARE running. If
you experience problems working with a program after loading
SHARE, check the program’s documentation.
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You can load
SMARTDrive or another
caching program
automatically in your
AUTOEXEC .BAT file. For
more information about
SMARTDrive, see your
DOS or Windows
manual.

Quick keys: CTRL + ESC

Loading SMARTDrive

SMARTDrive is a disk-caching program provided with both DOS and
Windows. If you do not currently run SMARTDrive or another
disk-caching program, you should load this program before installing
FormFlow. Running SMARTDrive can dramatically decrease the time it
takes to install FormFlow, and can speed up other FormFlow operations.

Closing All Programs

Before installing FormFlow, close all open Windows applications or any
other programs that may be running (including TSR programs), other
than Program Manager. This reduces conflicts and frees system memory
for the installation.

If you are running Windows 3.1, check the Windows Task Manager and
close any programs running in the background. If you are running
Windows 95 or Windows NT, any open programs appear as buttons on
the Windows Taskbar.

Checking for Sufficient Disk Space

Using disk compression increases the capacity of your hard disk drive.
Although the typical compression ratio is 2:1, the amount of free disk
space reported is only an estimate and often gives the appearance of more
free disk space than is actually the case.

The amount of free disk space depends on the types of files compressed
on your hard drive, as different files compress to different degrees. For
example, executable files (.EXE) cannot be compressed substantially no
matter what compression ratio is used, whereas text files can be
compressed significantly. Therefore, to make sure your installation is
successful, allow for several megabytes of uncompressed hard disk space
above what the installation requires.

Note: In addition to the space required for the installation, you will
require 2 MB of uncompressed hard disk space for temporary
files installed during the installation. This additional space is
required only during the installation, and any temporary files
created are removed after the installation is complete.
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Installing Filler on a Standalone Computer

For general installation
considerations, see
“Reviewing the
Installation Checklist” on
page 2-3.

The installation program:

= if necessary, creates a directory in the location you specify on your
hard drive

= installs the FormFlow files you select into the specified directory on
your hard drive

= sets up default locations for your initialization and preferences files
(adds the lines, DFConfigPath= and PrefsPath=, to your wiN.INI file,
and assigns them the path you specify in this program for the
FormFlow program files).

We recommend that you do not install Filler from the Filler CD-ROM on a
workstation on which the FormFlow Starter Kit has already been
installed, as Starter Kit installs a special version of Filler which includes
additional testing features for the forms designer and administrator.

[ To install Filler onto a standalone computer

1. Start Windows. Insert the FormFlow Filler CD into your CD-ROM drive.

Note: If you are using Windows 95 or Windows NT, the FormFlow
auto-run program (AUTORUN.EXE) starts automatically when you
insert the CD-ROM. Click the Install icon to start the Setup
wizard, then proceed with step #4.

2. Using File Manager or Windows Explorer, locate the FILLER
subdirectory.

3. Double click the seTup.EXE file. The Welcome dialog appears.

4. Click Next to proceed with the installation. The Software License
Agreement dialog appears.

5. Read the license agreement, then do one of the following:

» Ifyou agree with all the terms of the license agreement, click Accept
to continue with the installation.

» If you disagree with any of the terms of the license agreement, click
No to exit the Setup wizard.

6. In the Specify User Information dialog, type your full name and the
name of the company you work for, then click Next.
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See the FormFlow
Setup online help.

See “Installation
Options” on
page 2-10.

7.

8.

9.

10.

11.

12.

13.

14.

In the Specify Setup Type dialog, click Local, then click Next.

In the Specify Destination dialog, do one of the following:

» To accept the default destination, click Next. If you have a
previously installed version of FormFlow, Setup detects this and
displays your current FormFlow folder. Accepting the default
destination will replace your existing version.

» Toinstall to a different destination, click Browse and use the Choose
Folder dialog to select another destination. If you have a previously
installed version of FormFlow in the default folder, installing to a
different destination installs a new version separately. To accept the
specified destination, click Next.

In the Specify Filler Environment dialog, select the option that
describes your organization’s working environment:

» FormFlow Filler only — Your organization uses only
FormFlow Filler.

» JetForm Filler and FormFlow Filler — Your organization uses both
JetForm Filler and FormFlow Filler.

Click Next. The Select Components dialog appears.

Enable the options that you want to install. To choose the components
you want for an option, select it, then click Change.

The space required varies with the options you choose. When you
enable an option, the disk space required for that option appears to the
right. The total disk space required for the installation appears at the
bottom of the dialog.

When finished specifying the options you want to install, click Next.

For each SQL database you selected, a dialog appears asking for more
information. In each dialog, type the names of your servers or
databases, using commas to separate multiple names, then click Next.

If you selected the Paradox database option, the Configure Paradox
dialog appears. Specify the path of your PARADOX.NET OF PDOXUSRS.NET
file, then click Next.

If you selected more than one mail system, the Specify Default Mail
System dialog appears. Select the default mail system you want
FormFlow to use, then click Next.
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15. If you selected the InTempo workflow option, the Configure InTempo
dialog appears. Type the email address of InTempo Agent, then

click Next.
See the FormFlow 16. If you selected the JetForm Central Support option, the Specify
Setup online help. JetForm Central Options dialog appears. Specify the options you want

FormFlow to use with JetForm Central, then click Next.

See the FormFlow 17. In the Select Security System Support dialog, select the security option
Setup online help. you want to use with FormFlow, then click Next.

Notes: = Security options are only available if you selected the
FormFlow Filler only environment option, earlier in the
Setup wizard.
= To use Entrust™ security, you must have the Entrust client
already installed. If necessary, click Cancel to exit Setup, install
the Entrust client, then run Setup again.

18. If you selected FormFlow (TIPEM) security, the Configure FormFlow
(TIPEM) Security dialog appears. Specify the path you want to use for
the security directory, then click Next.

See the FormFlow 19. The Specify Century-Splitting Value dialog appears. If applicable,
Setup online help. specify the value you want FormFlow to use for the century-splitting
feature, then click Next.

20. The Select Program Folder dialog appears. Specify the program folder
where you want the FormFlow program icons to appear.

21. Setup is now ready to install Filler on your computer. To begin copying
files, click Next.

22. Follow the instructions on the screen to complete the installation.

After installation, view the README.TXT file for updated information that
was not available when the manuals went to press.
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Setting up Your Workstation to Use a
Network Copy of Filler

Your administrator can install Filler onto a network server to be shared by
many local workstations. When you configure your local workstation to
work with this network copy of Filler, FormFlow:

if necessary, creates a directory in the location you specify on your local
workstation

creates the DFCONFIG.INI file and the DFsQL.INI file and stores them in
the specified directory

adds DFConfigPath=and PrefsPath= lines to the [FormFlow] section of
your WIN.INI file

if applicable, adds a [Paradox Engine] section to your wiN.INI file
sets up a pointer to the FormFlow program files stored on the network.

The first time you start Filler, FormFlow creates preference and
initialization files (DFFILL.INI, DFFILL.PRF, FORMFLOW.INI) and stores them
in the location you specified on your workstation.

(] To set up your workstation to use a network copy of Filler

1.

Using File Manager or Windows Explorer, locate the network directory
to which your administrator installed Filler.

. Double click the seTup.EXE file. The Welcome dialog appears.
. Click Next to proceed with the installation.

. In the Specify User Information dialog, type your full name and the

name of the company you work for, then click Next.

. In the Specify Destination dialog, specify the drive and directory where

you want to store your preference and initialization files (DFCONFIG.INI,
FORMFLOW.INI and DFFILL.PRF). Do one of the following:

» To accept the default destination, click Next. If you have a
previously installed version of FormFlow, Setup detects this and
displays your current FormFlow folder. Accepting the default
destination replaces your existing preference and initialization files.

» Toinstall to a different destination, click Browse and use the Choose
Folder dialog to select another destination. If you have a previously
installed version of FormFlow in the default folder, installing to a
different destination installs new versions of your preference and
initialization files, leaving your existing files intact. To accept the
specified destination, click Next.
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For more information on
the FormFlow .INI files,
see “Initialization and
Preference Files” in the
Troubleshooting section
of the Filler online help.

We recommend that, wherever possible, you place initialization,
preferences, and configuration files in private directories on the server,
or on individual workstations. Storing these files in separate, private
directories allows network users to share a single copy of FormFlow
without having to share the same program configuration settings.

. If your administrator installed support for Paradox databases, the

Configure Paradox dialog appears. Specify the path of your
PARADOX.NET or PDOXUSRS.NET file, then click Next.

. The Select Program Folder dialog appears. Specify the program folder

where you want the FormFlow program icons to appear.

Setup is now ready to configure your computer to work with the
network copy of Filler. To begin copying files, click Next.

8. Follow the instructions on the screen to complete the installation.

Performing a Silent Installation

Your administrator may want you to perform a silent installation of Filler
onto your local workstation. With a silent installation, your administrator
specifies the Filler options for your workstation and may send you a .BAT
file. You can use this file to automatically install Filler from files on the
network onto your local workstation, using the specified options.

0 To install Filler on your standalone computer

1. Using File Manager or Windows Explorer, locate the INSTALLF.BAT file.

2. Double click INSTALLF.BAT.

The INSTALLF.BAT file automatically starts the FormFlow Setup wizard
and installs Filler from files on the network onto your local
workstation, using the options specified by your administrator.

[ To configure your workstation to work with a network copy of Filler

Do one of the following:

If your administrator sent you an INSTALLC.BAT file, use File Manager
or Windows Explorer to locate and then double click the file.

If your administrator did not send you an INSTALLC.BAT file, use File
Manager or Windows Explorer to locate the network directory where the
administrator installed Filler, and then double click the seTup.EXE file.

The FormFlow Setup wizard automatically configures your local
workstation to use the network copy of FormFlow Filler.
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Installation Options

For a list of the specific
versions supported, see
the FormFlow Setup
online help.

For more information on
FormFlow database
support, see Chapter 5in
the Form Designer User’s
Guide.

See “Initialization and

Preference Files” in the
Troubleshooting section
of the Filler online help.

See Chapter 5 in the Form
Designer User’s Guide.

The following options are available:

Program

This option installs all Filler program files.

Database Support

FormFlow automatically installs database support for ASCII databases.
By selecting the Database Support option, you can also install support for
the following:

« Clipper

« dBASE

» IBM Database 2 (DB2)

» Lotus Notes

= Microsoft SQL Server 4.x
» Microsoft SQL Server 6.x
« ODBC

= Oracle

» OS/2 Database Manager (DBM)
» Paradox

» Sybase.

To select the databases for which you want to install support, click
Change. If you choose to install support for Paradox or any SQL
database, Setup prompts you for additional information later in the
wizard. FormFlow stores SQL information in the DFSQL.INI file.

Note: If you want to use DBM databases, you must catalog them before

they can be used.
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For a list of the specific
versions supported, see
the FormFlow Setup
online help.

For more information on
using Exchange as a mail
system, see Appendix B
in the Getting Started
manual. For information
on registering FormFlow
forms into Exchange, see
Chapter 5 in the

Getting Started manual.

Mail System Support

You can use FormFlow to send and receive forms and data through your
mail system. FormFlow supports the following mail systems:
« AT&T Mail

= Banyan Vines

= cc:Mail

= Lotus Notes

= Microsoft Exchange/Microsoft Outlook

= Microsoft Mail

= Novell GroupWise

= Novell MHS

= SMTP/POP3.

To select the mail systems for which you want to install support, click
Change. If you select more than one mail system, Setup prompts you to
choose the default mail system you want to use, later in the wizard.

If you do not install support for any mail system, FormFlow installs

File Packager. You can use File Packager to create a form package

(.FPK file) to distribute manually to users. You can only use File Packager
if you selected the FormFlow Filler Only environment option, earlier in
the Setup wizard.

Workflow

You can install support for the following types of workflow:

= FormFlow - peer-to-peer routing, where you fill in a form and send it
directly to the next participant

= InTempo - client-server workflow, where you fill in a form and send it
to InTempo Agent on its way to the next participant.

Note: The FormFlow option is only available if you selected the
FormFlow Filler only environment option, earlier in the
Setup wizard.
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FormFlow works differently depending on the workflow type you use and
the Filler environment you selected earlier in the wizard. The following
table describes the file formats FormFlow uses in different scenarios:

No workflow
FormFlow (ad hoc sending
routing InTempo and receiving only)
FormFlow Filleronly  .WPK JFMand ._FF .FPK
JetForm Filler and not supported JFM JFM

FormFlow Filler

To select the workflow types for which you want to install support, click
Change. If you select InTempo, Setup prompts you to specify the
InTempo Agent email address, later in the wizard.

For more information on Note:
the features and

limitations of the mixed

Filler environment, see

Chapters 3 and 4 of the

Form Designer User’s

Guide.

If you selected the JetForm Filler and FormFlow Filler
environment option, FormFlow sends and receives only the data
associated with a form as a .JrM™ file, a format which both Filler
programs can understand. The .JFm file can include only the
following information:

= One or more data records in JetForm ASCII data format (.DAT)
= any additional files you want to attach.

To send the form along with its associated data, or use advanced
functionality such as digital signatures and fillable graphic fields,
you must select the FormFlow Filler only option, which supports
form packages (sent as .FPK or._Fr files).

JetForm Central Support

Select this option if you want to use FormFlow Filler to send information
to JetForm Central for printing or faxing. Later in the wizard, Setup
prompts you to specify the options you want to use with JetForm Central.

Note:

If, during the installation process, you do not specify the options
you want FormFlow to use with JetForm Central (or if you need
to modify the options), you can do so at any time using
FormFlow Filler. On the Tools menu, click Options, then click the
JetForm Central tab.
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Graphic Image Support

FormFlow supports the following graphic file formats:
« Computer Graphics Metafile (.cGM)

= Encapsulated PostScript (.EPS)

= GEM Image (.IMG)

= GEM Metafile (.GEM)

= Graphic Interchange Format (.GIF), non-interlaced, opaque, and
non-animated only

= MacPaint (.BIN)

= PC Paintbrush+ (.pPCx)

= Tagged Image File Format (.TIF)
= Windows Bitmap (.BMP)

= Windows Metafile (.WMF).

To select the graphic file formats for which you want to install support,
click Change.

Online Documentation

There are two types of online documentation available with
FormFlow Filler:

= Filler online help
= a portable document format (.PDF) version of the Filler User’s Guide.

To select the online documentation you want to install, click Change. To
access the .PDF file after installation, double click the Filler User’s Guide
icon in your FormFlow program group.

Notes: = If you do not install the Filler User’s Guide .PDF file, you can still
access it at any time from the pocs directory on the Filler
CD-ROM. Double click the FFUGBK.PDF file.

= To view the .PDF file, you need Adobee Acrobate Reader. You
can find installation programs for Acrobat Reader 2.1
(ACROREAD.EXE) and 3.02 (AR302.EXE) in the DOCS\ACROBAT
directory on the Filler CD-ROM. If you are running
Windows 3.1x, you need Acrobat Reader 2.1. To start the
Acrobat Reader installation, finish installing FormFlow, and
then double-click the appropriate installation file.
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Fonts

FormFlow installs two TrueType and two enhanced (Type Director) fonts:
» TrueType CG Times

» TrueType Univers

» CG Times (WN)

« Univers (WN).

To select the fonts you want to install, click Change.

Note: If your form designs use third-party fonts, such as the enhanced
Univers (WN) or CG Times (WN) fonts supplied with FormFlow,
ensure that you enable the enhanced fonts options on the General
tab of the Options dialog in Filler.

OLE Controls

FormFlow includes the following OLE controls:

Control Name Function
FormFlow List / Enables the user to choose from a list of items, or to
ComboBox Control type an item into the box if the choice is not available.

FormFlow Grid Control Displays database information in a customizable
spreadsheet format, and triggers functions set up by the
form designer.

FormFlow Radio Button Enables the user to choose from a list of items with radio
Control buttons.

FormFlow Slider Displays a range of values, and points to the current
Control value for the control.

FormFlow SpinText Rotates and formats label text in Form Designer.
Control

FormFlow Timer Terminates a function call after a specified time interval,
Control or triggers a function call after that interval.

FormFlow Traffic Reflects the status of an event, or triggers an event.
Control

To select the OLE controls you want to install, click Change.

Note: FormFlow groups four OLE controls—Grid, SpinText, Timer and
Traffic—in the single Multi-Function Control option. You can
install these controls only as a group. You can install other
controls individually.
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Customizing Your Installation

After installing FormFlow Filler, you can run the Setup wizard again at
any time to install other FormFlow features.

(] To customize your installation

1.
See the FormFlow Setup 2.
online help.

3
See “Installation 4,

Options” on page 2-10.

In the Specify Destination dialog, Setup detects your previously
installed version of FormFlow, and displays the current FormFlow
directory as the default destination. To accept the default destination
and update your existing version of FormFlow, click Next.

In the Specify Filler Environment dialog, select the option that
describes your organization’s working environment:

» FormFlow Filler only — Your organization uses only
FormFlow Filler.

» JetForm Filler and FormFlow Filler — Your organization uses both
JetForm Filler and FormFlow Filler.

. Click Next. The Select Components dialog appears.

Enable the options you want to add. Clear all other options.

The space required varies with the options you choose. When you
enable an option, the disk space required for each option appears to the
right. The total disk space required for the installation appears at the
bottom of the dialog.

When finished, click Next.

5. Follow the instructions on the screen to complete the installation.

Uninstalling FormFlow

If you decide to delete your copy of FormFlow, run the uninstall program.
The uninstall program:

removes all information used by FormFlow from your wiN.INI file

deletes all FormFlow files installed during the installation process. The
uninstall program does not delete FormFlow directories or data,
including forms and associated databases, created after installation.
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] To uninstall FormFlow

1. To start the uninstall program, do one of the following:

» If using Windows 3.1 or Windows 3.11, double click the Uninstall
FormFlow icon in your FormFlow program group.

» If using Windows 95 or Windows NT, click Add/Remove Programs
from the Windows Control Panel. Select FormFlow 2.2x Filler from
the list of programs, then click Add/Remove.

2. A confirmation message appears. Do one of the following:
» To remove FormFlow from your computer, click Yes.
» To cancel the uninstallation procedure, click No.

3. The Remove Programs From Your Computer dialog appears. The
uninstall program begins removing FormFlow from your computer
and prompts you when it has finished.

4, Click OK to close the uninstall program.

5. If the uninstall program was unable to delete the FORMFLOW directory;,
do the following:

» If there are any remaining files in the FORMFLOW directory that you
want to keep, move them to another directory.

» Delete the FORMFLOW directory.
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FormFlow File Types

The following chart lists the file types created by or associated with the
different modules of FormFlow and found in your FORMFLOW directory.
Use this chart if you need to search for certain information or want to
delete unnecessary files to conserve disk space.

File extension Example Description

.ADM DFLIB.ADM Administrator utilities

.BAK FAX1.BAK Form and ASCII database backup files

.BMP DFINTRO.BMP Windows bitmap graphic files for startup
screens

.CLX ENG.CLX Memory-resident spell checking dictionary for
common words

.DAT EXPENSE.DAT JetForm ASCII data files

.DB REPORTS.DB Paradox database files

.DBF DPCTRACK.DBF dBASE and Clipper database files

.DBT EMPLOYEE.DBT dBASE or Paradox 3.x memo field files

.DCT USER.DCT Custom spell checking dictionaries

.DFN FFNOTES.DFN Lotus Notes database support files

.DLL OLECLIL.DLL Dynamic Link Library files, program modules
that are loaded into memory as required

.EBW DFBEXTC.EBW FormBasic extensions

.ENG USER.ENG English spelling dictionaries

.EXE DFDESIGN.EXE Program executable files

.FAL MEDICAL.FAL Locked form applications

.FAP EMPLOYEE.FAP Form applications

.FDB LEADS.FDB Descriptions for default databases

.FDS EMPLOYEE.FDS Lists of indexes associated with a database
and the current sorting index

.FFL REPORTS.FFL ASCII database header files

.FIL REPORTS.FIL ASCII database files

.FLB SUPPLIES.FLB Form Library files

.FMK MACROS.FMK Locked macro library files

.FML MACROS.FML Macro library files

.FNT HQ3.FNT Type Director font files

.FOL SYMBOL.FOL Form object library files
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File extension Example Description

.FOT CGTIME.FOT Metric files for TrueType scalable fonts
.FPK PURCHASE.FPK Form packages

.FRL FAX1.FRL Locked FormFlow forms

.FRP FAX1.FRP FormFlow forms

.FRW STANDARD.FRW Routing design files

.FWL PURCHASE.FWL Locked routing design files

.FXM REPORT.FXM Paradox 3.x memo field file components
.HLP DFDESIGN.HLP Online help files

.INI DFCONFIG.INI Initialization files specifying operating variables
ISS ISSISTS.ISS Silent installation configuration file

JEM EXPENSE.JFM JetForm email attachments

KRN 90133.KRN Type Director font files

.LEX ENG.LEX Spelling dictionaries

.LIC DCFSRVR.LIC OLE license files

.LOG DFFILL.LOG Log files of forms filled

LSz UNSETUPLSZ Compressed files for uninstall

.MB EMPLOYEE.MB Paradox 4.0 memo field files

.MSG FORMFLOW.MSG Error and status messages

.NDX EMPLOYEE.NDX dBASE index files

.NET PDOXUSRS.NET Paradox database locking files

.0CX SLIDER.OCX OLE control files

.PDF FFUGBK.PDF Portable Document Format version of manuals
.PHN ENG.PHN Phonetic rules for spell checker

.PRF DFDESIGN.PRF Operating and screen preferences

PX SALES.PX Paradox index files

.SYM TDR8.SYM Type Director symbol files

.TD TYPEFACE.TD Type Director control files

TYP 90133.TYP Type Director font files

TYQ PLUGIN.TYQ Type Director font files

.TYS SCREEN.TYS Type Director font files

\WMF RECYCLE.WMF Windows metafile graphic files

.WPK PURCHASE.WPK Routing task packages

._FF EXPENSE._FF InTempo email attachments (internal use only)




Getting Started with
FormFlow Filler

This chapter explains how to get started with FormFlow® Filler.
It covers the following topics:

starting FormFlow Filler

understanding the components of the FormFlow user interface
opening a form, form application or routing map

using the different types of help available to you

customizing the FormFlow user interface.



3-2 Getting Started with FormFlow Filler

Filler

File Tools Help

Starting FormFlow Filler

FormFlow Filler

To start FormFlow Filler, double click the Filler icon in Windows Program
Manager. The initial, blank FormFlow Filler screen appeatrs.

e ERER x|

List files of type:

Farms (= fr¥]

B =3iForm Library
[Z3 C Drive
(22 D Drive
([ E Drive Once you open a form, additional menu items,
buttons and status information appear in the
FormFlow screen.
See “Understanding Filler Screen Components”
on page 3-3.
Files:
[ [ ] FI |
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Title bar
Menu bar

Standard, Data/Record
and Search Toolbars

Library toolbar

Status bar

Understanding Filler Screen Components

L

The following illustration shows the screen components that appear in
the FormFlow user interface once you have opened a form.

FormFlow Filler - [Order Form]
=| File Edit View Insert Format Tools Data Locate Window Help >

Sl ] b [m(R] R B x| A e] w0
|4 | >| N [._EINew imgngn' ﬁ’lﬂ‘lﬁ#|%||

List files of type:

Forme [ fr] :I

= =3 Form Library
QLD
A
[Z3 E Drive

ORDER FORM

Saral ambor: 1 Dawd

SoldTo: Ship To:
Hame: Hame:

Gompany Gampany

Adduerst: Adduerst:

Bddrers 2: Bddrers 2:

[ Shan Frau: [ ShatsFraw:

Countrn ZipFurtal Cade. Countrn ZipFartal Cade.

Files:

| [iNew Record) ___ [Field DATE [ D FgiA ? A

Note: If your screen has different menus and buttons than this
illustration, you must be working with a customized form
application.

Understanding the Title Bar

The title bar shows one of the following:

= for a new, unsaved form, the form number—Form 1, Form 2, and so on
= for an existing form, the title specified in the Form Properties dialog—if

no title is specified, the default is Form 1, Form 2, and so on.
Understanding the Menu Bar

When you click a menu on the menu bar, the list of associated commands
drops down.
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Understanding Toolbars

While the menu bar provides access to all the available commands, some
of the most frequently used tasks can also be performed by clicking a
button on a toolbar. These buttons are described in the immediately
following sections “Understanding the Standard Toolbar”,
“Understanding the Data/Records Toolbar” and “Understanding the
Search Toolbar”.

Understanding the Standard Toolbar

The standard toolbar contains buttons that you can use, as an alternative
to a menu command, to perform the most frequently used generic tasks.

Button Menu Command Use this button to ...

% File Open Open a form, form application or routing
= map.

+ . .

a4 File Send Form Use your mail system to send a form.
4 File Receive Form Use your mail system to receive a form.
E‘ Tools Package Form  Create a form package to send.

% File Print Print a form.

E'HIJ Edit Cut Cut text from the currently active form field
— and place it on the Windows Clipboard.
Edit Copy Copy text from the currently active form
—— | field to the Windows Clipboard.

E Edit Paste Copy text from the Windows Clipboard to
— the currently active form field.

Display context-sensitive help for the field
hn i n/a or other screen component you click after

you click this button.
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In addition to the buttons described in the preceding table, the Standard

IFit zsides E toolbar contains the Zoom control, equivalent to the Zoom command on
the View menu. Use the Zoom control to adjust the magnification level up
or down.

Understanding the Data/Records Toolbar

The Data/Records toolbar contains buttons that you can use, as an
alternative to a menu command, to work with data in your form.

Button Menu Command Use this button to ...
% Data Open Data Open a form database.
E‘;} Data Select Index Select a database index to use with the

current form.

Data Save Data As Create a new database, or save the
existing database to a new name.

Data New Data Open a blank record for the current form,
without saving the currently open record.

attached to the form.

Data Update Record  Save the changes you have made to an
existing record.

Data Delete Record Delete the current record from the
database attached to the form.

File New Add a new, blank record to the end of the
database attached to the form.

% Data Add Record Save the current record to the database
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Understanding the Search Toolbar

The toolbar contains buttons that you can use, as an alternative to a menu
command, to locate specific data associated with your form.

Menu /
Button Submenu Command Use this button to ...
|4 Locate First Display the first record in the form
—_ database.
-1 Locate Previous Display the record immediately preceding
the currently active record.
Locate Next Display the record immediately following
the currently active record.
Locate Last Display the last record in the form

database.

Create a search expression by typing
Locate/  Query By Form search criteria in the fields on a blank
Search form.

Locate/  Search on Create a search expression.
Search Expression

Locate /  Search on Index Search for records where indexed fields

Search Field match your search criteria.

Within the subset of records located by a
Locate/  Search Next search, display the record immediately
Search following the currently active record.

Within the subset of records located by a
Locate/  Search Previous search, display the record immediately
Search preceding the currently active record.

Locate/  Search Count Count the number of records located by a
Search search.

View Search Filter Work only with the subset of records
located by a search.

FEEENEEESE
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In addition to the buttons described in the preceding table, the Search

:

toolbar contains the Go To Record control, equivalent to the Go To Record
command on the Locate menu. Use this control to go to a specific record

within the form database.

Understanding the Status Bar

As you fill a form, the Status Bar is continually updated with information
about the current record, and the current field.

| & Record1/2 Field UnitCost Faw 1 E Pg1/1 ? ] =
Icon or example  Description
- The current record is locked or
The current table row is locked.
Record 142 The current record is number nnnn of nnnn.
ﬁ The current record is flagged for deletion or
The current table row is flagged for deletion.
Figld LnitCost The current field name.
P 1 The current table row number.
F'g 1.1 The current form page is number nn of nn.
L A database lookup or a list lookup exists for the current
field.
> Field Help is available for the current field.

(3

The form has unsaved changes.
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Opening Forms, Form Applications and
Routing Maps

You can open a form, form application or routing map in any of three ways:

= using the Open dialog
» using the Library Open dialog
= using the Form Library toolbar.

These three methods are described in the sections that follow.

You can also open forms, form applications, and routing maps from
outside Filler, such as from your mail system or from File Manager.

Note: When Filler is minimized, you should restore the Filler window
before opening forms, form applications, or routing maps from
outside Filler.

~u |
E.- ] To use the Open dialog to open a form, form application, or routing map

1. On the File menu, click Open. The Open dialog appears.
Quick keys: CTrL + O

& o |
File Mame: Directories:
I".fr" d:“farmflowhforms s account
ageachtp.frp + = dn

ageachi.fip (= farmflaw

cashflow.frp Lt

credit.frp | i SCC

debit frp Breview ..
final. frp -

List Files of Type: Dirives:

[Foms 1) ENED B

2. If the file you want is on a different drive than the one displayed, click
in the Drives box, then click the drive you want.

3. In the Directories box, double click the directory you want. A list of
files appears.

4. To specify the type of files you want to display, click in the List Files of
Type box, then click one of the following:
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L

Quick key: CTrRL + O

» Forms (*.FR¥)

» Folders (*.FDR)

» Form Packages (*.FPk)

» Routing Designs (*.FRw, *.FwL)

» Form Applications (*.Fa*)

» All FormFlow (*.FR*, *.FA*, *.FDR, *.FPK, *.FWL)
» All Files (*.*).

5. To help you identify the file you want, click Preview to display a
miniature image of the file currently highlighted in the list of file
names.

6. Click the name of the file you want to open, then click OK.

7. If you are opening a form package, and you are not already logged in
to your mail system, the FormFlow Mail Login dialog appears. Type
your user name and password.

(] To use the Library Open dialog to open a form, form application, or
routing map

1. On the File menu, click Open. The Open dialog appears.

2. Click Library. The Library Open dialog appears, displaying the default
Library File.

= Library Open

[Z] Forms

Filenarne: I Type: =Wl
Search
Search for I*.fr" in IFiIename |£I
X Include subfolders | Search I | Reset I
| ak. I | Cancel I | Help I

3. To search for a file, do the following:
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» Inthe folder tree at the top left of the dialog, double click the folder

you want to expand. The files in that folder appear in the pane to
the right.

» Click in the Type box, click the type of files you want to search for,
then click Search. The files appear in the pane to the right.

= Inthe pane to the right, double click the name of the file that you
want to open.

] To use the Form Library toolbar to open a form, form application, or
routing map

1. In the upper pane, click a folder. The files display in the Files pane.

=| FormFlow Filler [-]-]
File Tools Help

BlEE == B 1 el

List files of type:

Forms (“fr)

By FORMFLOW [
€3 FORMS
BTN
(0 MGES
[ MARKETI
(3 OFFICE
(0 PERSONE]
(2 PURCHAS)
(23 RECORD:

2. In the Files pane, do either of the following:
» Double click the file you want to open.

» Drag the file you want from the Files list to the workspace, then
release the mouse button to open the file.

] To display the Form Library toolbar

1. Use one of the two methods described above to open a form. Once you
open a form, the full set of FormFlow menus displays on the menu bar.
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2. On the View menu, click Toolbars. The Toolbars dialog appears.

Toolbars:

[ Data/Records Cloze
Help
Search

[ Standard

Create
Delete

Feszat

Cuztomize. ..

Toolbar name:

x|
Iy
=
=1
E
4
o
o
=
o
“h

3. Enable Form Library, then click Close. The FormFlow workspace
adjusts to display the Library toolbar.

Using Help

See “Using FormFlow
Online Help” on page 1-4.

In addition to online help, the following sources of help are also available
to you:

= ToolTips
= field help
« field information.

These three help sources are described in the sections that follow.

ToolTips

ToolTips are context-sensitive help messages that appear as “bubbles” of
text, floating beside the associated screen element. All the standard
FormFlow toolbar buttons have ToolTips.

In addition, the person who designed the forms you fill may have added
ToolTips to individual fields on the forms.

] To display a ToolTip

1. Place the mouse pointer over the field or button for which you want help.
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l?

Quick key: CTRL + F1

2. Wait for a second or two, without moving the mouse or clicking the
mouse buttons.

The ToolTip appears below the screen element, and remains visible
until you move the mouse again.

Field Help

A field help message gives you information on how to fill an individual
field on your form. Depending on how the form designer created the
forms you are filling, there may be field help for some, all or none of the
fields on any form.

As you move from field to field in your form, a question mark (?) appears
on the status bar when field help exists for the currently active field.

U To display field help

On the View menu, click Field Help. The Field Help dialog appears.

FormFlow Filler - [Order Form]

=| File Edit Yiew Insert Format Tools Data Locate Window Help >
= Field Help e = e 1] %|H|W|D||

Enter your Area Code, Phone HNumber, and Extension | X! J |
if necessary. I
This field uses a “Mask” to format all numbers +
entered in the field with the following format
[555) 555-5555 Ext. 5555

Mote: An area code must be provided ORDER FORM
[+
E PERSO Senal thambor | Dato:
7] PUHEH]
D H FoldTo: ShipTo:
Mame: Mame:
D SEHVIE Company: Company:
D SHIPPI Addrerr1: Addrerr1:
+ Fddrerr 2: Fddrerr 2:
- uﬁ SDFT’ ke Sk i StakProu:
- Gaun: Ziparal Cude.s Gaun: ZipFartal Gede.s
Files - -
Analysis.fi Faxtas Faxhas
Pastdue fip
Salestol frp OrderHumber. |Sc|Nannn:
Telephone: Ship Via: Dake:
+
| [NewRecord) __ [Field PUR_PHONE [ [ T4  pgiA 7 (2
Z

You can leave the Field Help window open all the time. It is updated
automatically as you move from field to field. You can also move or close
the Field Help window at any time.
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] To move the Field Help window

Click the title bar and drag the window to a new location.

[ To close the Field Help window

Quick key: Esc Double click the control menu box in the top left corner of the Field Help
window.

Field Information

See “Understanding the As you move from field to field in your form, the status bar shows the
Status Bar” on page 3-7. following information on the currently active field:

the field name
the field format icon.

The following table explains the field formats.

Icon Field format Accepts this input ...
# Numeric Numbers
A General Any combination of letters and numbers
C Check mark Press the space bar to toggle on or off
D Date A valid date
S Signature A valid electronic signature

Customizing the FormFlow Interface

You can customize the appearance and the functionality of the FormFlow
interface in the following ways:

showing or hiding the status bar
showing or hiding graphics

showing or hiding non-printable fields
showing or hiding traceable fields
showing or hiding toolbars
customizing toolbars.
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[J To show or hide the status bar

See “Understanding the On the View menu, enable or disable Status Bar. A check mark appears to
Status Bar” on page 3-7. the left of the command when you enable it.

Yiew
+ Status Bar

Toolbars...
Field »
Search Filter

Field Help... Ctrl+F1
Field Info... FA4
Lookup... F3

FastFill... Ctrl+Y
Task Status...

Zoom...

Tip:  When you hide the status bar, you increase the FormFlow
workspace available to show your form. However, you will not
be able to see information the status bar provides, such as the
number of the record you are viewing.

(] To show or hide graphics

Quick key: CTRL + F8 On the View menu, click Field, then click Graphics, to toggle the feature
on or off. A check mark beside the command indicates that graphic
images are displayed.

Tip: Hiding graphics saves you time, since FormFlow does not have
to redraw each graphic whenever the screen is refreshed. Only
the screen display is affected—a hidden graphic does not appear
on the screen, but will print normally.

] To show or hide non-printables

On the View menu, click Field, then click Non-Printables, to toggle the
feature on or off. A check mark beside the command indicates that the
Non-Printables feature is active.

Tip: Non-printable fields show on your screen, but are not printed.
They are typically used in forms to be printed on pre-printed
stationery, or to let you see, but not print, confidential information.
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[ To show or hide traceables

Quick key: F8 On the View menu, click Field, then click Traceables, to toggle the feature
on or off. A check mark beside the command indicates that traceable
graphic images are displayed.

Tip: Traceable graphic objects, unlike other graphic objects, cannot be
printed, and are not considered part of the form. Traceable
graphics can appear only on the screen, to be used as a guide
when filling an electronic form to be printed on pre-printed
stationery.

Customizing Toolbars

Most toolbars appear, by default, across the top of the screen, between the
title bar and the workspace. The exception is the Form Library toolbar,
which has vertical orientation, and appears at the side of the workspace.

You can move a toolbar to a new location, show or hide toolbars, create a
new toolbar, add or remove buttons from a toolbar, restore a customized
toolbar to its original state, or delete a toolbar.

] To move a toolbar
Click the toolbar you want to move at a point where there is no text or
button, then drag the toolbar to the new location you want.

You can dock the toolbar on any of the four sides of the workspace, or
leave it floating on the workspace.
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[ To show or hide a toolbar

1. On the View menu, click Toolbars. The Toolbars dialog appears.

= Toolbars
Toolbars
--
[] Search
[ Standard
Toolbar nare:

I X Show ToolTips

2. In the Toolbars section, click the check box to the left of a toolbar name,
to enable or disable it.

3. When you have finished making changes, click Close.

[ To create a new toolbar

1. On the View menu, click Toolbars. The Toolbars dialog appears.

2. Click Create. A new toolbar appears in the Toolbars list, with the
default name “Toolbar 1”.

= Toolbars
Toolbars:
E Data/Fecords
P
E Search
|E Standard
Toolbar name:
Ueabar X Show ToolTips
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3. In the Toolbar name box, type a name for the new toolbar. The new,
empty toolbar appears near the top left corner of your screen.

You can add buttons to this toolbar immediately, or change it later. See the
following sections for details of how to add or remove buttons from a
toolbar.

[ To add a button to a toolbar

1. On the View menu, click Toolbars. The Toolbars dialog appears.

2. Click Customize. The Customize Toolbars dialog appears.

= Customize Toolbars
LCategories:
ten

Edit Al e
o O|=2|ei| & |2 =] =)
Hel
i ¥

Toolz
Data

Locate

Select a category, then click a buttor to see ity description,
Drag the button ta any toolbar,

Description
File

3. In the Categories list, click the type of buttons you want to use. The
buttons available for that category appear in the Buttons section.

4. Click any button in the Buttons section to make its description appear
in the Description section.

5. Click the button you want to add, then drag it out of the dialog and
drop it on the appropriate toolbar.

Repeat steps #3 through #5 as often as necessary, until the toolbars are as
you want them.

[ To remove a button from a toolbar

1. On the View menu, click Toolbars. The Toolbars dialog appears.

2. Click Customize. The Customize Toolbars dialog appears.
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3. While the Customize Toolbars dialog is open, click the button you want
to remove, drag it off its toolbar, and drop it anywhere except on a
toolbar.

[l To restore default buttons to a toolbar

1. On the View menu, click Toolbars. The Toolbars dialog appears.

2. In the Toolbars section of the dialog, click the name of the toolbar you
want to restore to its default, then click Reset. The toolbar returns to its
original state.

] To delete a toolbar
1. On the View menu, click Toolbars. The Toolbars dialog appears.
2. In the Toolbars section of the dialog, click the name of the toolbar you

want to delete, then click Delete. A confirmation dialog appears,
asking if you want to delete the toolbar permanently.

3. Click Yes. The toolbar disappears from your screen.

Customizing the Title Bar

In FormFlow Filler, you can customize the information which appears on
the application title bar when you open a form. By default, the title bar
shows the form title from the Form Properties dialog.

1 To change the information appearing on the title bar

1. On the Tools menu, click Options.
2. In the Options dialog, click the General tab.

3. Do either of the following:

» To display the full path and file name of forms, disable Show form
title on open.

« Todisplay the title of forms, enable Show form title on open.

Note: This option affects only forms that you open after changing the
option, not forms already open.




Filling Forms

This chapter describes how to fill forms using FormFlow® Filler.
It covers:

= entering and editing text

= Mmoving between fields

= filling tables and special fields

= using lookups

= spell checking text

= using information from other programs
= signing a form electronically.
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Entering and Editing Text

Entering Text
When you first open a form in Filler, a flashing cursor appears in the first
fillable field, and you can begin entering text. You can do this by:

» typing it from the keyboard

» using the Paste command on the Edit menu to insert text copied from
another form, another field, or another Windows program

» using the File command on the Insert menu to select an existing ASCI|I
text file to load into the field.

Moving the Cursor Within a Form Field

Use the following keys to move the cursor, select and edit text.

To Press

Move the cursor one character to the right RIGHT ARROW

Move the cursor one character to the left LEFT ARROW

Move the cursor to the beginning of the next word CTRL + RIGHT ARROW

Move the cursor to the beginning of the previous word CTRL + LEFT ARROW

Move the cursor to the end of the line END
Move the cursor to the beginning of the line HOME
Indent text CTRL + |

Selecting Text

To Press

Select text from the cursor position one character SHIFT + LEFT ARROW
to the left

Select text from the cursor position one character SHIFT + RIGHT ARROW
to the right

Select text from the cursor position back SHIFT + HOME

to the beginning of the field

Select text from the cursor position SHIFT + END
to the end of the line

Select all text in the field SHIFT + F8
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Adding, Deleting and Copying Text

To Press

Delete the character to the left of the cursor BACKSPACE

Delete the character to the right of the cursor DEL

Delete all text in the current line ESC or CTRL + DEL
Cut selected text CTRL + X

Copy selected text CTRL+C

Paste copied or cut text CTRL+V

Formatting Text

The font of the text you enter when you fill a field is controlled by the
person who designed the form. You can format individual words and
characters in bold, italic and underline, if required, by using the
commands on the Format menu.

Note: Formatting inserts hidden characters into your text. These hidden
characters may interfere with searches you do for specific data.
Avoid formatting text in fields which you may search later.

Moving Between Fields

When you open a form in Filler, the cursor appears in the first field on the
form. You fill a form by typing information in a field, then tabbing to the
next field. When you press the TAB key, the cursor moves to the next field.
The tabbing order depends on how your form was designed.

Use the following keys and commands to move from field to field.

Togoto Press

Next field TAB

Previous field SHIFT + TAB

Specific field On the Edit menu, click Go To Field , then double click

the field you want.

Note: To quickly display the Go To Field dialog, click the field name
box on the status bar.
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Filling a Table

Tables consist of rows and columns. Each field in a table is known as a
cell. To move from cell to cell, press TAB. When you reach the last cell in a
row, press TAB to move to the first column of the next row.

A table may have been designed to have a fixed number of rows, or it
may be scrollable. If a table has a fixed number of rows, pressing TAB when
the cursor is in the last cell of the last column moves the cursor to the next
field.

If a table is scrollable, when you fill the last cell displayed on the screen,
scroll bars appear to the right of the table, and FormFlow creates a new,
blank row. With a scrollable table, you can create any number of rows
of information, regardless of the number that appear on the screen at
one time.

MISCELLANEOUS EXPEMNSES

Diate Description Armourt
Sept 141997 | Couriers $35.20]#] Scroll bars for
Sept 161997 | Post Teess| | navigating
et nslane ] entries in a
Sept 161997 | Catering $34.00 table
4]
TOTAL|__ $25275

Filling Special Fields

FormFlow forms have different types of fields, each of which accepts
certain types of information. When the cursor is in a field, its type is
indicated with a symbol on the status bar.

D [Pg 1/ 3 | =
; Indicates the current field is a Date type.

The following chart lists the types of fields, how to identify the field type,
and the information you can enter.
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Field type Status bar indicator  Valid entries

General A Any

Fixed # Numbers

Percentage # Numbers

Currency # Numbers

Floating # Numbers

Page Number # Numbers

Check Mark C Symbols or text for “On”, “Off” and
“Other” states

Time T Numbers, separators

Date D Numbers, text for months, separators

Graphic G Graphics, OLE objects

Bar Code B Numbers, text or other characters,
depending on the bar code format

Signature S Text

Filing Check Mark Fields and Radio Buttons

A check mark field operates as an On-Off switch, with either two or three
possible states, or entries.

= A two-state check mark field is either on or off. When on, it appears as
“Yes” or “Y”, or as a symbol such as a check mark, “X”, bullet or
asterisk. When off, it appears as “No”, “N” or a blank.

COMPUTER SKILLS

“On” state. Click to change B PC
“Off” state ] macintosh
B Other

= A three-state check mark field is similar to a two-state check mark field,
except that it has a third option available. Typically this would be “Not
available”.
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Quick keys: CTRL + F6

Radio buttons are groups of check mark fields, with the “On” character
indicated as a filled circle. You can have only one radio button on in a
group. Turning on one button automatically turns all other buttons off.

Size

Srmall @® Medium ) Large ()

“On” state. Click “Off” state. Click to
to turn off change to on and turn
off all other buttons.

] To fill a check mark field

Do one of the following:
» Click in it. Click again to toggle to the available states.
» Tab to it, then press the space bar to cycle through the available states.

Filling Graphic Fields
There are two ways you can fill a graphic field:

» Select a file that is one of the types of graphics recognized by
FormFlow.

» Copy a graphic to the Windows Clipboard, then paste it into the
graphic field. You can also copy and paste information other than
graphics, such as charts, graphs, and text.

[l To select a graphic file

1. On the Insert menu, click Picture. The Insert Picture dialog appears.

2. Specify the drive and directory in which the file you want to select is
located.

3. Click the file name, then click OK.
When your cursor is still in the graphic field, FormFlow displays the path

and file name of the graphic. When you tab to another field, the actual
graphic appears.
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(] To paste a graphic from the Clipboard

1. Using the program that created the original file you want to paste into
your form, select and copy the portion of the picture or other
information to the Clipboard.

2. Switch from the other program to FormFlow.

3. Tab to the graphic field.

fe)

Quick keys: CTRL + V

4. On the Edit menu, click Paste.

Note: To edit the information in the graphic field, double click it to start
the program that created the original.

Filing Date and Time Fields
Date and time fields are usually designed to insert the current date and
time automatically, using your computer’s clock. These fields may or may
not be editable.

[ To fill a date or time field
Type the date or time in the format expected.

For example, if the format of a date field is MM DD YY, you would type
09 15 97 for September 15, 1997.

Note: If you don’t know the format the field requires, press F4 to
display the Field Information dialog.

] To insert the current date or time

Press CTRL + Z.
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Filling Bar Code Fields
FormFlow supports eight bar code formats. Each has its own format and
allowable characters.

[ To fill a bar code field

1. Type the bar code characters in the format expected.

For example, UPC Type A bar codes consist entirely of numbers, and
must be exactly 11 characters long.

2. Tab to another field to display the bar code.

Using Lookups

A lookup is a list of entries available for a field. Depending on how the
form designer created the lookup, the list may be merely suggestions or
common entries, or it may contain the only entries allowed when you fill
the field.

A lookup is available for the current field if the letter “L” appears on the
status bar, between the page number and the change indicator light.

[P/ L | B 4
| Indicates a lookup for the current field.

] To use a lookup

1. Tab to the field containing the lookup.

ig 2. On the View menu, click Lookup. The Select from List dialog appears.
Quick key: F3
= o | - 1
Valid Entries =
Click an entry a Homeo =
to insertitin Audi =
he field. -
the field BMW ¥ Scroll to see
Buick =] more entries.
Cadillac x

3. Click an entry to insert it in the field. If necessary, scroll down the list to
display more entries.
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Note: You can enlarge the lookup by dragging a side or corner.

[ To display all lookups automatically

1. On the Tools menu, click Options. The Options dialog appears.
2. Click the General tab.
3. In the Settings section, enable Auto data lookup, then click OK.

Each time you tab to or click in a field with a lookup, FormFlow displays
the lookup associated with that field.

Using Fast Fill

Fast Fill is a method of displaying your form for rapid data entry.

In Fast Fill, FormFlow replaces the normal version of your form with a
stripped-down version, containing only field names and boxes for data
entry.

Each field on the form appears as a box with an identifying label to the

left of it. Field name labels in Fast Fill are either:

= the heading that appears on the actual form (if the heading and filling
area occupy the same box)

= the name of the field, as it appears on the status bar (if the filling area
has no heading).
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=| Invoice:1 | vl —
Original form - FoldT= s ShipTe k4
window P Compenis
-
swestete |
SHIP_CON
\';?ﬁég\j\'l' SHIP_ZIP
(active) SHIP_PHOME
SHIP_Fax
Irvoice: |1
Custamer No.:
Date:
Sales Rep:
P.O. Mo
Tems:
Ship D ate:
Ship Via:
[FAST-FILL-TABLE] | Product Code; Gty.; Shipped; Description of Articles; Price; Total;
= [FAST-FILL-TABLE] | Tax Rate; Sales Taw: Total; Amount; L
[+
0 To use Fast Fill
1. Open the form you want to fill.
=
= 2. On the View menu, click Fast Fill. The form appears in a new window.

Quick keys: CTRL +Y

3. Fill the form as you normally would, by entering information, then
tabbing to the next field. Each information in each field, as required.

4. On the View menu, click Fast Fill again to close the window.

Tip:  You can display the regular and Fast Fill versions of the form in
adjacent windows. On the Window menu, click Arrange All.

Filling Tables

Tables are indicated with the label [FAST-FILL-TABLE], and the
associated field names appear in the box reserved for data entry. When
you tab to this field, FormFlow opens a separate window for the table.
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Quick keys: CTRL + F6

Column headings indicate the name of each column on the table. You can
tab from cell to cell to fill the table. When you tab out of the last cell,
FormFlow displays the previous Fast Fill window.

Filling Combs

Each cell in a comb has a separate box for data entry. If the comb is named
SIZE, the cells in Fast Fill are named SIZE:1, SIZE:2, SIZE:3,
and so on.

Filling Graphic Fields

To select the graphic you want to appear in a graphic field, click Picture
on the Insert menu, then select a file.

FormFlow displays the full path and file name of the graphic, and
information about the type of graphic scaling. When you exit from
Fast Fill, the graphic appears in the field.

Filing Bar Code Fields

When you fill a bar code field, FormFlow displays the characters it will
use to generate the bar code in the Fast Fill box. When you exit from
Fast Fill, FormFlow displays the appropriate bar code on your form.

Updating Calculations

Quick keys: CTRL + A

FormFlow derives values for some fields based on the values in other
fields. These derived values are known as calculations. Commonly used
calculations include subtotals, tax or discount percentages, and grand
totals.

You can set up FormFlow to make these calculations automatically,

or you can recalculate them as required. Having FormFlow make
calculations automatically ensures that calculated values on the form are
always correct. Calculating manually may reduce the time it takes to fill a
form, because FormFlow does not have to recalculate values every time
you fill a field.

0 To calculate values automatically

On the Tools menu, click Auto Recalc.
Auto Recalc is a toggle. To turn it off, click the command again.
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x

F

Quick key: F9

] To calculate values

On the Tools menu, click Recalculate.

Note: FormFlow does not automatically recalculate fields with certain
characteristics. For example, if you overwrite a calculated field,
FormFlow assumes you intended to do so. To recalculate all
fields, press CTRL + F9.

Signing a Form Electronically

A FormFlow form can include signature fields that store an electronic
signature. If you have been assigned a security passphrase, you can:

= sign forms electronically—to indicate authorization in the same
manner as a handwritten signature

» Vverify that other users’ signatures are valid, and that data locked by
those other signatures is unchanged.

= use encryption when sending form packages.

If your organization has implemented security levels, you may have an
assigned security level, such as “Manager” or “Vice president”. If the
designer of the form designated the level required to sign a signature
field, Filler verifies that you have the appropriate security level, before
you can sign the field. If you do not, FormFlow displays a message,
telling you what level is required.

0 To sign a field

1. Tab to the signature field.

2. Type your security passphrase in the field, then press TAB. The Security
User Login dialog appears.

3. Type your user name in the User Name field, then press TAB. Your user
name was assigned to you by your security administrator.

4. Specify the path and name for your security profile file. If your security
profile file is stored on a floppy disk, insert the disk in your disk drive.

5. Click OK. Your name appears in the signature field.
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Information hidden by
electronic signatures

Depending on how a form is designed, signing a form may set up some
or all of the following conditions:

= The signature may be protected, such that only the original signer can
unsign that form record.

= The signature may cause other fields on the form to be locked, so that
other users cannot modify the information.

= Fields locked by a signature may also be hidden. Once the form is
signed, the information in those fields is hidden behind rows of Xs.

Current salary

1 9.9.9.9.9.4

Proposed salary

KAXXXX

Commencing on

August 1999

Remarks

1 9.9.9.90.9.9.9.9.9.9.9.9.9.099.9.9.9.09.090909908908089999090009.99.9.4
1 9.9.9.9.9.9.9.9.9.9.9.9.9.099.9.9.9.990999080890.809999.9090999.99.9.1
LSS0 00900900000 9900009 000808008080 0.9.0.9.0.9.9.9.9.9.9.4
199990990999 9.0.999.9 99000009 0909.099009500090.90909909.99.9.4

Manager's Signature

Gordon Thompson

Wh's Signaturle
Janet Stein

Signature fields

(] To verify an electronic signature

1.

Tab to the signature field. The signature disappears.

Login dialog appears.

. On the Tools menu, click Security, then Log In. The Security User

. Type your passphrase, then press TAB.

. Type your user name, then press TAB. Your user name was assigned to
you by your security administrator.

. Specify the path to your security profile file. If your security profile file

is stored on a floppy disk, insert the disk in your disk drive.

. Click OK.
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Quick key: F6 7. On the Tools menu, click Verify Signature. The Verify Signature dialog
appears.

= Verify Signature

Associated fields: rField data

propozed Time: |

rernarks Date: |

Uszer |D: |
Izer details:
I Jl_+ee |

8. Click Verify.
9. If the signature and associated information is valid and unchanged, the
following message appears:
Signature verification...
Signature and data are valid.

10. Click OK to acknowledge the message. FormFlow displays
information about the signer in the Field data area of the Verify
Signature dialog.

= Yerify Signature

Azzociated fields: ~Field data
proposed Time: |13:51:53
remarks Date: |1nms;95

Uszer |D: |Mike Clemars

|Jzer details: WICE-PRESIDEMT FINANCE

ok || hee |

If the signature or associated data has been changed since the record
was originally signed, the following message appears:

The signature does not match the data
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Inserting an OLE Object

You can insert information from another Windows program as a graphic
in a graphic fill field on your form.

] To insert an existing object

1. Tab to or click in the field.

2. On the Insert menu, click Object. The Insert Object dialog appears,
displaying the programs available to you.

= Insert Object

Object Tvpe: oK

Crizhia Herr FormFlow Filler Form
(8) Creale New FarmFlow Filler Farmn Bl

FormFlow Form

Microzoft Eucel Chart
ticrozoft Excel Maciosheet
ticrozoft Excel Workshest
Package [ Display &3 leon
Paintbrush Picture

) Create from File:
Help

Result
Inzerts a nevs FormFlow Filler Form object inta pour

L
Em docurnent.

3. Click Create from File.

4. Click Browse, then select the file you want to insert.

5. If you want changes to the original object to be reflected in your form,
click Link. Otherwise, FormFlow creates a separate copy of the object,
which you can edit independently of the original.

6. Click OK to insert the object.

To edit the object, double click it to launch the program that created it.
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]

] To insert a new object

1. Tab to or click in the field.
2. On the Insert menu, click Object. The Insert Object dialog appears.
3. Click Create New.

4. In the Object Type box, click the program you want to use to create the
object, then click OK.

5. The program you selected starts up. Depending on the program you
chose, you may see the actual program, or the program’s menus within
FormFlow.

6. Create the object you want to appear in the field.

7. On the program’s File menu, click Exit and return to. The program
prompts you to save your changes.

8. Click Yes, or its equivalent. The object appears in your form field.

To edit the object, double click it to launch the program that created it.
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¢

Linking to Information in Other Programs

FormFlow enables you to link a graphic field on your form to information
in another Windows program. When the information in the other
program is updated, the results are automatically reflected in FormFlow.

For example, you could link the information on your form to an Excel

S
S

preadsheet. As you enter new information into the form fields, the
preadsheet is automatically updated.

Using the information on the spreadsheet to create a graph, you could in
turn link the graph back to your form, by pasting it into a graphic field, as

lustrated below.

1=t Quarter Sales  $24.08 335 7

25
2nd Quarter Sales  $22 94 122 ; I I
10 4
ard Quarter Sales  $28.62 g
o I a2 I Q3 I Q4

dth Quarter Sales $332.06 Sales at a Glance

Currency fields. Data is linked ~ Graphic field, linked to Excel graph of
to an Excel spreadsheet. sales figures, created from spreadsheet
of sales figures.

If you change the numbers on the form, the graph also changes, because
the form and the spreadsheet used to create the graph are linked.

(1 To link to information in other programs

1.

Tab to or click in the field.

. Start the program that created the information you want to insert in
your form.

. Copy the information—picture, chart, text—to the Clipboard.
. Switch back to FormFlow.

. On the Edit menu, click Paste Special. The Paste Special dialog
appears.
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6. Click Paste Link.
7. Click OK. The object appears in your form field.

To edit the object, double click it to launch the program that created it.

Note: If the Paste Special command is grayed, the program from which
you copied the information does not support OLE. You can still
paste the object, but changes to the original are not reflected in
your form.

Spell Checking Text

FormFlow includes a spell checker to ensure that all the data you enter in
your form is spelled correctly. You can check the entire record or
individual form fields.

[l To spell check a field or record

1. Tab to or click in the field you want to check.

E]

J 2. On the Tools menu, click Check Spelling. FormFlow compares the text
Quick keys: CTRL + F10 in the field with the entries in two dictionaries: the default dictionary
and your custom user dictionary.

» If everything in the field matches something in one of the
dictionaries, a message appears:

Spell check for current field complete. Continue checking for the
rest of the form?

To check other fields, click Yes.
To end spell checking, click No.

» If FormFlow locates a word not in either dictionary, it highlights the
word and displays the following dialog.
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= Check Spelling

Unknown word:l accomodation

Change bo:| Eleliil odation|

2 wards found

; lgnore || Igrare Al I
accommodations 2 2

Change || Change Al I

|
|
[ add. || ches |
|

Suggest || Daone I

Note: Anunknown word is not necessarily misspelled. FormFlow may
flag proper names or specialized or technical terms. If you use
such words frequently, add them to your custom dictionary.

FormFlow displays the word it wants you to check in the Unknown
Word field. If you have set up FormFlow to display a list of possible
replacements, these words appear in the Suggestions list.

The number of possible replacements is shown opposite the Change to
field. If there are more than 10, scroll bars appear on the Suggestions list.

The following table describes the options for handling unknown words.

Click this

button... To do this

Ignore Skip the unknown word. If the word occurs again, FormFlow
flags it again.

Ignore All Skip all occurrences of the unknown word. If the word occurs
again, FormFlow ignores it.

Change Change the unknown word to a word on the Suggestions list. To
replace the unknown word, click the word on the list you want,
then click Change.

Change All Change all occurrences of the unknown word to a word on the
Suggestions list. To replace the unknown word, click the word on
the list you want, then click Change All. Any further occurrences
of the same word are also replaced.

Add Add the unknown word to your custom dictionary. If the word

occurs again, FormFlow accepts it.




4-20 Filling Forms

When FormFlow finds another unknown word, it highlights it. If the
word is on a portion of the form page not currently displayed, it scrolls
the screen to display the field. In multiple-page forms, FormFlow moves
automatically from page to page to spell check the text in all fields.

When spell checking of the current record is complete, FormFlow
displays the message:

Spell check complete.

Note: During a spell check, FormFlow skips fields if they:
= do not contain text
= use calculations to derive their values
= are non-overwritable
= have mandatory lookups.




Working with Data

This chapter describes how to work with data in FormFlow® Filler.
It covers the following topics:

opening and saving a database

adding, updating and deleting database records
committing and rolling back changes to a SQL table
locating and displaying records

selecting and creating database indexes.
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Working with Databases

Before you can add new records or view existing records in a form, you
must open a database.

Opening a Database

You can open a database in either of two ways:

» Open a database for the current session only. When you finish the
current session, and close the form, there is no further association
between the form and the database. To use the same database in
subsequent sessions, you must repeat the process of opening the

database.
See “Defining a Default » Open a database and define it as the default database for the form.
Database™ on page 5-7. When you finish the current session, and close the form, FormFlow

retains the association between the form and the database. The next
time you open the form, FormFlow automatically opens the default
database.

Note: The Open Data command is grayed (unavailable) if the current
form’s fill options have been limited so that you can fill it in only
with a pre-defined default database.

%| 1 To open a database
1. Open the form you want to work with.
Quick keys: CTRL +F 2. On the Data menu, click Open Data. The Open Form Databases dialog

appears.
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- Open Form Databases

rDatabase

0k

Description:  Primary Databaze

Folmat:l dBASE |£I Cancel

Hel
Databaze file:l Browse... I =P

Modify

bl

rCurrent databaze

Secondar_l,l Databaze

| Indexes... || Create I

3. Click in the Format box, scroll through the list of database formats,
then click the format you want. If you select SQL, Lotus Notes or
ODBC format, the Database area of the dialog changes as described in
the following table.

Format New fields Comments New buttons
SQL Table Name Replaces Database File field. Filter
Server Name Except DBM, where the Options
server (that is, the remote
Database node name) is defined in the
catalog entry for the
database.

Except Oracle, which has only
one database per server.

Lotus Notes Notes Form Replaces Database File field.
Server Name
Database

ODBC Table Name Replaces Database File field. Filter

Options

[] To open a conventional database

1. If you know the path and file name of the database file you want to
open, type this in the Database file field, then continue at step #4.

2. If you do not know the path and filename of the database file you want
to open, click the Browse button to the right of the field. The Select
Database dialog appears.
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= Select Database

File name: Directories:
* dbf d:Mforrmflow

= d Cancel
S formnflow
[ farms
£ samples
£ security
£ setup
(!

£ tutorial

0

Help

List files of bype: Drives:

[t 2] | =d |i|

3. Specify the drive, directory and file name of the database file you want
to open, then click OK to return to the Open Form Databases dialog.

4. In the Open Form Databases dialog, click OK. FormFlow opens the
database.

[ To open and log in to a SQL table

1. In the Open Form Databases dialog, click the Browse button to the
right of the Table name field. The Select Table dialog appears.

2. Click Login. The Database Login dialog appears.

= Database Login

rDatabase System oK

[y}
o]
>
7]
il

Format: Oracle
Server. #:PURPLE_EAGLE

rUzer Information

Lagin 1D:

Paszsward:

3. Type your Login ID and Password, then click OK to return to the
Select Table dialog.



Working with Databases 5-5

Once you have logged in, the Select Table dialog shows the tables you
are authorized to select and attach to your form.

= Select Table
Table Mame: Qwner Manne:
T — oK
AMGUS &) [AMGUS ’E.
BIGFILE CISDBA
CaLC = |PUBLIC E.
CUSTOMERS RAVINDERM
DEFUMC ROS5M
FILCAL SOHAMR
GROUFEY 575
LIMKED WIOLETTAL
LOOKUR
Server Name LOOKLEL
(Database in DBM) MAIN G!
| Login.. Server Mame:
| eear [>PURPLE_EAGLE 12l

4. Select a Table name, then click OK to return to the Open Form
Databases dialog.

5. Click OK. FormFlow opens the table.

] To select a Lotus Notes form

1. In the Open Form Databases dialog, click Browse. The Select Notes
Form dialog appears.

= Select Notes Form

Context Help Form
Help search form
Messages
Releaze Notes

Server:

Motes Form Mame: Databaze:
HELP.NSF
*How To ATH Uzer's Guide @.
@Functions Chesley's Addreszz Book
:Notes Help Release 3 E-

ILocaI

2]

2. In the Select Notes Form dialog, do the following:
» Select the Server that contains the database you want to use.
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» Ifyou select a form from a server, Lotus Notes needs your password
to access your ID file. Type your password in the Lotus Notes dialog
box, then click OK.

= Select the Database that you want to use.

» Select a Notes Form Name from the list displayed, then click OK to
return to the Open Form Databases dialog.

3. In the Open Form Databases dialog, click OK. FormFlow opens the
Notes form.

Note: To enter data in a Lotus Notes database, you must have at least
Editor access. For more information, consult your database
administrator.

] To select a database using OBDC access

1. In the Open Form Databases dialog, click Browse. The Select Table
dialog appears. The appearance of the Select Table dialog depends on
whether your ODBC driver is single-tier or multiple-tier.

2. For a single-tier driver, select the table that you want to use, then click OK.

= Select Table - Excel

File

|
EEEI;(SS T Cancel I
s

3. For a multiple-tier driver, you may have to log on to the server in order
to access the database. Do the following:

» If requested, type your Server Name, User name and Password in
the Logon dialog, then click OK to return to the Select Table dialog.

= Select the table that you want to use, then click OK.
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= Select Table
Table Mame: Ovaner Marne:

T » 0K
CHECKM |#] [PUBLIC @.
DELOOKM RUSSM
DOSFILL1 =1 |SOHAN E.
EMP_DEL 5Y'5
EMPLOYEE
ESTH
HRTABLE
MASTER1
MONTREAL

[+]
| Login. .. Server Mame:
| Logout |c-PURPLE 2]

4. In the Open Form Databases dialog, click OK. FormFlow opens the

database.

Defining a Default Database

When you define a default database for a form, FormFlow retains the
association between the form and the database. Every time you open
the form, FormFlow automatically opens the default database.

The procedure for selecting a default database is identical to the
procedure for selecting a non-default database, except that you are
working from the Form Default Databases dialog.
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] To define a default database

1. Open the form you want to work with.

2. On the Data menu, click Default Data. The Form Default Databases
dialog appears.

= Form Default Databases

rDatabasze

Description:  Primary Databaze

| oK. |
Format| dBASE B
Database file:l Browse... I

Modify I

B econdan D atabaze

| Indexes. . || Create Il Fiestare Original D efault I

3. Follow the steps in the procedure “To open a database”, earlier in this
chapter.

% Saving a Database

When you save a database with a different file name or a different path,
you create a copy of the original database in the new location. You can
then modify and save data in the new database without altering the
original file.

1. Open the form with the database you want to modify.
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2. On the Data menu, click Save Data As. The Save Data As dialog
appears.

‘D atabaze
Description:  Primary Databaze | 0K I
Format | dBASE B

Database ﬁ|e;|D:'\FDHMFLDW\FDHMS\SALES\DHDE m’ -HEID
Fodify I

rCurrent databaze

‘Primary Diatab:
Secondary Databaze

| Indenes... || Create I [ Selected Records Only

3. In the Current database list, click the database you want to save to a
different name.

4. Click in the Database file box, type the new path and file name, then
click OK.

5. If the database does not exist, a confirmation dialog appears, to verify
that you want to create it. Click Yes to create the new database. An
information dialog appears, showing details of the newly created
database.

6. A further dialog appears, asking which records you want to save to the
new database. Click either of the following:

» Current — to save only the current record to the new database
= All records - to save all existing records to the new database.

Note: To save a copy of a database on a network drive, you must have
write access. If FormFlow cannot create a database for you, check
that you have write access on the drive on which you want to
save the database. You also need write access on the drive on
which the form is stored, because FormFlow needs to create a file
in that directory when it creates a new default database.
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Working with Records

Creating a New Record

When you first open a form that has existing records in the attached
database(s), FormFlow displays one of the existing records. Before you
begin filling, you must create a new, blank record.

D | (] To create a new record

On the File menu, click New. A blank copy of the form appears, ready for

you to fill.
Quick keys: CTrRL + N

Adding a Filled Record

Once you have filled a record, you must save it to a database before you
can begin to fill the next record.

%| [J To add a filled record
1. Fill the fields on the record.
Quick keys: CTRL + 3 2. On the Data menu, click Add Record. The filled record is added to the

database, and a new, blank copy of the form appears, ready for you to
begin filling the next record.

Updating a Modified Record

You can modify an existing record at any time. Once you have made the
changes, you must save the modified record to the database.

E| [] To update a modified record

1. Make the necessary changes to the fields on the record.

Quick keys: CTrL +U 2. On the Data menu, click Update Record. The modified record is saved

to the database.

Note: You can also update a record using the Save command on the File
menu. If you have not yet saved the record, clicking Update
Record or Save has the same effect as using the Add Record
command.
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&

Quick keys: CTRL + K

Deleting a Record

You can delete an existing record from a database.

[ To delete a record

1. Display the record you want to delete.
2. On the Data menu, click Delete Record.

The deletion process varies, depending on your database format. The
following table summarizes the different processes.

Database

format How deleted records are handled

ASCII A dialog appears, asking you to confirm the deletion.
If you confirm, FormFlow first makes a copy of the file, before
the deletion, and saves it with the extension .BAk. FormFlow
then creates a new file, using the original file name and .FIL
extension, from which the selected record is deleted.

dBASE Records are flagged for deletion, but are not finally deleted
until you purge deleted records.

Paradox A dialog appears, asking you to confirm the deletion.
If you confirm, the current record is deleted.

SQL A dialog appears, asking you to confirm the deletion.

If you confirm, the current record is deleted. Deletions from a
SQL table are not final until you commit changes.
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Purging Deleted dBASE Records

When you delete a record from a dBASE database, it remains in the file
until you purge deleted records. You can turn the display of deleted
dBASE records on or off.

(] To view deleted dBASE records
1. On the Tools menu, click Options. The Options dialog appears.

General | Spell Setup | il Sypstem |

On new record——— Signature venfication———————————
) Clear all figlds ' Automatic
(& Remember selected (& Manual
) Remember all
rSetting
Toggle display of deleted [ Update fill log file [ &uto data lookup
dBASE records [X Show deleted records [X Eeep on eror
[~ Highlight curent field [~ Show field tips
[X Save preferences on exit [~ Enhanced fonts on printer
[ Wiew Form Librany first [~ Enhanced fonts on screen
Form Librany file:
ID:\FDHMFLDW\FDHMS.FLE

| kK I | Cancel I | Help I

2. Enable Show deleted records.

Tip: When you view a deleted dBASE record, a symbol—with the
same icon as the Delete Record button—appears on the status
bar.

[l To purge deleted dBASE records
1. On the Data menu, click Purge Deleted Records. A dialog appears,
asking you to confirm the deletion.

2. Click Yes. The deleted records are permanently removed from the
database.
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Committing and Rolling Back SQL Changes

When you make changes to records in a SQL table—whether you are
adding, updating or deleting records—those changes are not permanent
until you commit the changes.

After making changes to a form with an attached SQL table, you must
either commit or rollback the changes before you can close a form, or exit
FormFlow. In addition, while you are working with the form, you can
commit or rollback changes at any time.

Note: If you do not see any messages about committing or rolling back
changes, it means that your form has been designed to do this
automatically, whenever you save a record.

[J To commit changes to a SQL table

On the Data menu, click Commit All Changes.

[ To rollback changes to a SQL table
On the Data menu, click Rollback All Changes.

Locating and Displaying Records

You can view the existing records in the database attached to a form in the
following ways:

= stepping through the records, one at a time

= going to the first or last record in the database
= going to a specific record number

= searching for specific records.

Moving Through Records

The sequence of records in a database is controlled by the sorting index. If
there is no sorting index, records are sequenced in the order in which they
are created. Otherwise, when you change from one sorting index to
another, you change the sequence of records.
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For example, if you sort an employee file alphabetically by department,
you would see the employees in the Accounting department, then
Human Resources, Marketing, Production and finally Research. If you
sort the same file by employee last name, or by hire date, you would see a
different sequence.

See “Working with When you move through records in an indexed database, the sorting
Indexes” on page 5-18. index determines the order of the records you are moving through.

The following table explains the different methods of moving through

records.
Togoto Menu command Button  Quick key
Next record On the Locate menu, click Next } CTRL + PGDN
Previous record On the Locate menu, click Previous -‘ CTRL + PGUP
First record On the Locate menu, click First |4 CTRL + HOME
Last record On the Locate menu, click Last M CTRL + END
] To go to a specific record
Quick key: CTRL + G 1. On the Locate menu, click Go To Record. The Go To Record dialog

appears.

2. Type the number of the record you want to go to, then click OK. The
specified record appears.

Searching Records

FormFlow provides three methods to help you find records that match

the criteria you specify:

» Query by form - on a blank form, you type the value(s) you want to
match in the field(s) you want to search

= Search on index field — search for a match in one or more of the fields
in an existing index

» Search on expression — search for a match in any field (indexed or not)
with the boolean expression you create.
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La

Quick key: CTrRL + B

(] To perform a query by form
1. Open the form and database you want to search.

2. On the Locate menu, click Search, then click Query By Form. A blank
copy of the form appears, and a new toolbar is added.

3. Click in or tab to the field on which you want to query, then double
click in the field to display the list of operators:
» equal to (=)
» less than (<)
» less than or equal to (<=)
= greater than (>)
» greater than or equal to (>=)
= notequal to (<>).

4. Click the operator you want to use, then type the value you want to
search for.

5. Repeat step #3 and step #4 for any additional fields you want to use in
the query.

6. Use the search toolbar buttons to proceed with your search in any of
the following ways:

Toggle between Count matching Close query
query and database records window

windows ’

[

| %] we|er | 4d]ea| X|

Begin search at// \ \ Begin search at the

the first record last record

Search forward Search backward
from current record from current record

Note: When the Query by Form window is active, the status bar shows
[Query Form] in the area normally reserved for the record count.
In addition, all commands on the Data menu are grayed.
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] To perform a search on index

ﬁ

1. Open the form and database you want to search.

2. On the Locate menu, click Search, then click Search on Index Field.
The Search on Index Field dialog appears.

= Search on Index Field

(@ First record ) Cument record ) Last record

Backward
Match an: IECIUEIH'Z' IEI [ Count only —
Search index:
[SERIAL_NO+DATE [3] [ ndeses.. | [ Hew ]
Index fields: Search for:
|SERIAL_ND [
[DaTE [

3. In the Start on section, specify the starting point for your search by
enabling one of the following options:
= First record
= Current record
» Last record.

4. Click in the Match on box, then, to specify the operator you want to
use, click one of the following:
» equal to (5)
» less than (<)
» less than or equal to (<=)
= greater than (>)
» greater than or equal to (>=)
= notequal to (<>).

See “Working with 5. Click in the Search index box, then click the index you want to use for
Indexes” on page 5-18. the search. The associated index fields appear at the bottom of the dialog.

6. For each index field you want to search on, click in the Search for box to
the right of the index field, then type the value you want to search for.

7. If you want to count the matching records, enable Count only.

8. To begin the search, click Forward or Backward.
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Use the following toolbar buttons to proceed with your search on index
or search on expression:

Search on Search on
Initiate Query Expression  Index Field

by Form
~ | /
] 1 i W 1 8 4

View next / \ Limit view to
record located records located

View previous Counting matching
record located records

0 To perform a search on expression

it

1. Open the form and database you want to search.

2. On the Locate menu, click Search, then click Search on Expression.
The Search on Expression dialog appears.

Search criteria:

= Search on Expression
) First record ® Curertrecord ) Last record
Fields: Dperators: [ Count only
SERIAL_NO | [+ +
DATE -
PURCH_MARM !
PUR_ADDR1 [
+

3. In the Start on section, specify the starting point for your search by
enabling one of the following options:
» First record
» Current record
» Last record.

4. To construct the search criteria, do either or both of the following:

» Inthe Fields list and the Operators list, double click a field name,
then double click an operator, to add them to the Search criteria.

» Type your search expression directly in the Search criteria box.



5-18 Working with Data

For example, the expression might be:

"SELECT * FROM EMPLDB WHERE BIRTHDAY="'1949-04-26"

5. If you want to count the matching records, enable Count only.

6. To begin the search, click Forward or Backward.

Note: In the search expression, field names must be enclosed in square

brackets, and text strings must be enclosed in quotes.

Working with Indexes

The sorting index determines the sequence in which you view existing
database records attached to your form. Although you can have multiple
indexes attached to a database, only one index at a time can be defined as

the sorting index.

[] To select a sorting index

1. On the Data menu, click Select Index.

I oice file

= Database Indexes

Data fields:  E[MHYOICEMD i X Allow duplicates
U TORE R N
CUSTNSME [ Case-sensitive
S.:I?IESHEF' ™ Sorting index
cir
Expression: |y 0ICENO+CUS THAME Clear |
File name:  |INVOICEM MDD Browss.. | | ddd
XUt B |1/ CEMO+CUS THAME
indexes:. | SALESREFLITY Hemave
CUSTOMERMO

Re-index

Walidate

2. Click Clear to blank the Expression field.
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3. In the Attached indexes list, click the expression you want to select as
the sorting index.

(1 To add a new index

1. On the Data menu, click Select Index. The Database Indexes dialog

appears.
= Database Indexes
Irveoice file
Data fields:  E[NYOICEMD i X allow duplicates
EUSTOMERN
CUSTMHAME [T Case-sensitive
gil.‘l.ESHEP ™ Sorting index
E spression: Clear I
File name: Browss... I | £dd I
Attached Eleniee I
indexes: —

2. Click Clear to blank the Case sensitive, Sorting index, Expression and
File name check boxes and fields.

3. To create a new index expression, do either of the following:
= Scroll through the list of Data fields and double click each field that
you want to add to the index Expression.

» Type field names, joined by a plus sign (+), directly in the
Expression field.

4. If you are defining an index for a dBASE database, do the following:

» to attach an existing index, click Browse and use the Select Index
dialog to locate and select the index.

= enable or disable Allow duplicates.
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Tip: If you enable Allow duplicates, you can enter the same data, in a
field included in an index expression, on multiple records.

If you disable Allow duplicates, the data in an indexed field

must be unique.

For example, you might want to index an employee file by Last
Name and by Employee Number. Typically, an employee number
must be unique, but several employees may have the same last
name, so you would disable Allow duplicates for the employee

number index, but enable it for the last name index.

5. If you are defining an index for a dBASE or Paradox database, enable
Case sensitive if you want to sort uppercase data before lowercase

data.

6. Enable Sorting index.

7. Click Add. The index expressions appears in the Attached indexes list

at the bottom of the dialog.

indexes:

SALESREP+CITY
CUSTOMERNO

= Database Indexes
Invoice file
Data fields: | [MYOICEMD ¥ Allow duplicates
(T ro—
CUSTHAME [T Case-gensitive
g.il%léSHEP [T Sotting index
E =prezzion: | Elkar I
File narme: I Brawse... I I édd I
Attached INVOICEMD+CISTHAME

Bemove
Fie-index

Walidate

1l




Sending and Recelving
Form Data

This chapter describes how to use FormFlow® Filler to send and receive
the data associated with completed forms. It covers:

= sending form data

= receiving form data

= packaging form data

= processing workflow tasks.
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Understanding Your Environment

See “Workflow” on At the time of installation, your FormFlow administrator indicated that

page 2-11. your organization uses only FormFlow Filler or that it uses both
FormFlow Filler and JetForm Filler. The following table further describes
these environments.

Only FormFlow Filler Both FormFlow Filler and JetForm Filler
FormFlow sends the form and its FormFlow sends the data associated with a
associated data using a form form using a .DAT file, packaged in a .JFM
package (an .FPK file). file, which both Filler programs understand.

For an InTempo task, FormFlow For an InTempo task, FormFlow sends the
sends a specialized form package .JFM file.

(an ._Fr file), along with a .JFMm

file.

For a FormFlow routing task, FormFlow routing is not available.
FormFlow Filler sends the
package as a .WpK file.

Users receive the data and the To receive the data, JetForm Filler users

associated form in the form need access to an .MDF form, with the same

package. name and in the same path as the .FRP
form.

FormFlow sends all files as attachments to email messages.

Sending Forms in a FormFlow Filler Only

Environment
See also “Sending Form If your organization uses only FormFlow Filler, you can send a form and
Data in a Mixed Filler its associated data to another person or group using your email system as

Environment” on

page 6-4 the transport mechanism. Sending forms via email is a fast and

convenient way to get the form from your desk to the next person who
needs to see it.

Note: Both you and the recipient must use the same email system.
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L2

Select recipients, or
type the recipient’s
name, then click Add.

Add a note, if required

When you send a form, you can place the form and all the files associated
with it inside a form package, which FormFlow attaches to an email
message to the recipients. Recipients can open the form package and
access the form from within FormFlow, or from their email system.

[ To send a form

1. Open the form you want to send. If you want to send a particular

record, display that record.

2. After filling the form, click Send Form on the File menu.

3. If you are not logged into your email system, the email system login
dialog appears. Type your user name and password, then click OK.

The Send Form dialog appears.

Compoze | Route I Package I Receive I Security I
Subject: IExpense Report
Tar I Address... I
Fecipients: Add
Motes:
rData records
@ Curent O Al O Selected O None
| 0k ” Cancel ” Help I

Type a subject

4. Edit the subject of the email message, if required. The default subject is
the form’s title (if the form designer created one), or the form’s file

name if the form has no title.

5. Address the form. There are two ways you can add recipients;
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» Click Address. Your email system’s standard Address dialog
appears. Choose the names of the people to whom you want to send
the form data, then close the dialog. The names you choose appear
on the Recipients list.

» Type arecipient name in the To field, then click Add. Repeat until all
the names you want appear on the Recipients list.

6. In the Notes field, add a note to accompany the form data, as required.
7. Select which records, if any, that you want to send with the form.

8. Specify other options as appropriate. Click the tabs at the top of the
dialog to display the other options.

9. Click OK to send the form.

Note: For information about the options on the Send Form dialog, see
the online help. The options available to you are controlled by the
designer of the form, and can vary from form to form.

Sending Form Data in a Mixed Filler
Environment

See also “Sending Forms
in a FormFlow Filler
Only Environment” on
page 6-2.

If your organization uses both FormFlow Filler and JetForm Filler, you
can send the data associated with a form to another person or group
using your email system as the transport mechanism. Sending form data
via email is a fast and convenient way to get the data from your desk to
the next person who needs to see it.

Note: Both you and the recipient must use the same email system.

When you send form data, FormFlow places it in a .DAT file, which it
packages in a .JFM file. It then attaches the .JFMm file to an email message to
the recipients. Recipients can access the data from within their chosen
Filler program, or from their email system. To receive the data in JetForm
Filler, users need access to an .MDF version of the FormFlow form.
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L

Select recipients, or
type the recipient’s
name, then click Add.

Add a note, if required

[ To send form data

1. Open the form you want to work with. If you want to send the data for

a particular record, display that record.

2. After filling the form, click Send Form on the File menu.

3. If you are not logged into your email system, the email system login
dialog appears. Type your user name and password, then click OK.

The Send Form dialog appears.

® Cument O &) O Selected ) Nore

Compoze |
Subject: IEHpense Report
To I ]
Recipients: A
Motes: E
D ata record:

o<

Type a subject

Click to attach
afile.

4. Edit the subject of the email message, if required. The default subject is
the form’s title (if the form designer created one), or the form’s file

name if the form has no title.

5. Address the message. There are two ways you can add recipients:

» Click Address. Your email system’s standard Address dialog
appears. Choose the names of the people to whom you want to send
the form, then close the dialog. The names you choose appear on the

Recipients list.
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= Type arecipient name in the To field, then click Add. Repeat until all
the names you want appear on the Recipients list.

6. In the Notes field, add a note to accompany the form data, as required.
7. Select which data records you want to send.
8. To attach any other files to the message, click Include Files.

9. Click OK to send the form data.

Receiving Forms

You can view and process form data sent to you via email by another
FormFlow Filler user or by a JetForm Filler user, depending on your
environment. The data can arrive in either of these ways:

» InaFormFlow Filler only environment, a form and its associated data
arrive in a form package, attached to an email message. When you open
the package, the form appears in your FormFlow workspace.

The options available to you, once you have opened the form package
and filled the form or modified the form data, are controlled by the
designer of the form. You may have the option to forward it to the next
recipient, return it to the originator, or save the contents of the form
package to your hard disk.

» In amixed Filler environment, you receive form data as a .JFM file
attached to an email message. This file contains the data associated with
the form filled in by the sender. To open the file and use the form data,
you need the associated form available in a folder accessible by you.

Once you have entered or modified the form data, you can forward it to
another recipient, return it to the originator, or save it to your hard disk.
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Click an item, then click
Open to open the form.

———| Jan Masan 10A16/96 100288 Form: ATT Purchase - Dielete

[ To receive a form

1. On the File menu, click Receive Form.
2. If you are not logged into your email system, the email system login

dialog appears. Type your user name and password, then click OK.
The Receive Form dialog appears.

= Receive Form

Open

Brad Ker 0 18PM  Formn: Expensze Report

Properties...

Help

ok e

Cloze

3. To process a form and its associated data, do either of the following:
» Click the appropriate line to highlight it, then click the Open button.
« Double click the information in the line.

4. If the item that you select is a .JFMm file:

» The JetForm Message Information dialog appears. Click Continue.

= If Filler cannot find the form file that is referenced in the .JFm file, it
gives you the opportunity to browse for the form file.

The form opens in your workspace.

Notes: = You can also open an .FPK file or a .JFm file from your email
system by double clicking the attachment in the email message.

= Only email messages that reside in your email inbox, and that
have “PFM” or “jfm” at the start of the Subject, appear in the
Receive Form dialog. If you move one of these messages to a
folder or archive in your email system, you cannot view the
form data attachment in the Receive Form dialog.
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Processing Form Packages

See “Sending Forms in a
FormFlow Filler Only
Environment” on

page 6-2.

If your organization uses only FormFlow Filler, you can package a form,
its associated files, and other selected files into a single file known as a
form package.

If you intend to send a form package to another user, you need not create
the package first. FormFlow creates it for you.

Creating a form package is useful when you want to make a backup copy
of a form and its related files, or if you need to move a form to another
computer that is not connected to a network, and so must transfer files on
a floppy disk.

By condensing all of a form’s related files into a single file, the task of
moving the form from one location to another—either by electronic mail,
via floppy disk, or using the DOS or Windows File Manager commands—
is made easier. You need only move a single file, and the paths that
reference the form’s related files are updated to reflect the new location.

Packaging Forms

[1To create a form package

1. Open the form you want to package. If you want to package a
particular record, display that record.

2. On the Tools menu, click Package Form. The Package Form dialog
appears.

Package | Farm | Database I Other I Execute | Usage | Security |

Select which data records are to be associated with the form
package pou are creating.

Data record Option
(8 Curent
O Al [ Compressed
O Selected
) None

(0] ” Canhcel ” Help I
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See the FormFlow Filler
online help.

3. Specify what you want to include in the package. Click the appropriate
tab on the dialog and specify the package options you want.

4. Click OK. The Save Form Package As dialog appears.
5. Specify the drive and directory where you want to save the file.

6. In the File name field, type the name you want to use for the package,
then click OK.

Note: To open a form package, use the Open command on the File
menu, as you would to open any form or form application.

Displaying the Contents of Packages

A form package normally consists of at least a form and the data
associated with it. When you receive a form package, it may contain other
files you require. For example, a form package might contain a text
document, additional databases, a spreadsheet, and so on.

You can display the contents of a package you have opened if:

= the form has been designed to allow you to unpack it

= you have not already unpacked the form—that is, the form package
still exists as a single .FPK file.
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(] To display the contents of a package

1. Open the package in your workspace.

2. On the File menu, click Show Package. The Show Package dialog

appears.
= Show Package
Package Mame:

| C:ttmpffd FPK -

Filez cortained in Package:
expense fip

3 c:Mormstimageshcompany.wnf  ———————+  Files contained in the form
BHDE”SB-Ldbbf package are listed. Files
EXpENZE.
cxpense dbt preceded by an arrow are
expense fds referenced.

Arunoff.bmp

FormFlow displays the list of files associated with the package. Files
included in the package are shown by only their file names. Referenced
files (files used by the form but not included in the package) are indicated
with an arrow, together with the full path to the file.

Note: If the Show Package command does not appear on your File
menu, the designer of the form has not given you permission to
unpack the package.

Unpacking Packages

To extract the files in a form package, you must first unpack, or
disassemble the single .FPK into its original components. You can
then save the files to your hard drive and edit them as required.

Your ability to unpack a package is determined by the form designer.
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] To unpack a package

1. Open the package in your workspace.

2. On the File menu, click Unpack Package. The Unpack Package dialog

Directary for unpack: store the files.

appears.
= Unpack Package
[ Owenwite existing files?
[X Load data after unpacking?
[® Load form after unpacking?
Specify where
[ Delete package when unpacked? you want to

Browsze...

C:A\TEMPSDFO00002Y

3. Specify the drive and directory where you want to save the unpacked
files.

4. Specify other options, as required.

5. Click OK to unpack the package.

Note: If the Unpack Package command does not appear on your File
menu, the form designer has not given you permission to unpack
the package, or you are using a custom form or form application.

Updating Packages

When you edit a form package you have received, FormFlow actually
maintains two separate versions of the package: the original, attached to
the email message you received, and the edited version. When you send
the edited version, the recipient’s version and the version you received
are no longer the same.

To maintain only one version of a received form package, use the Update
Package command to replace the package you received with your edited
version, before you send it to the next recipient.
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] To update a package

1. Open the package in your workspace.
2. Edit the package as required.
3. On the File menu, click Update Package.

4. Close the form, or send the package to the next recipient, as
appropriate.

FormFlow replaces the package you originally received with the updated
version. If you reopen the package, it contains the changes you made.

Forwarding Packages

A form sent via email may have a predetermined sequence of recipients.

For example, your expense form might go from you to your manager for
approval, to the accounting department for payment, then back to you for
confirmation.

You can forward a package you have received if:

» the form has been sequentially routed

= you are not the last recipient on the routing list

= you have not already unpacked the form—that is, the form package

still exists as a single .FpPK file.
[ To forward a package

1. Open the package in your workspace.
2. Edit the package as required.

3. On the File menu, click Forward Package. The Send Form dialog
appears, with the name of the recipients in the Recipients field. Your
name appears with an asterisk (*) next to it. The name of the next
recipient has an arrow to the left of it.

4, Click OK to send the form.

Returning Packages

A form may be designed to return to the person who originated it. For
example, if your Human Resources department does a company survey,
they would want all of the filled forms sent back to the same person. The
form designer can design a form to do this automatically.
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You can return a form package to the originator if you have not already
unpacked the form—that is, the form package still exists as a single .FPK
file—and either of the following is true:

=« the form was broadcast

= the form was sequentially routed and you are the last recipient on the
routing list.

0 To return a package

1. Open the package in your workspace.
2. Edit the package as required.

3. On the File menu, click Return Package. The Send Form dialog
appears, with the name of the recipient in the Recipients field.

4, Click OK to send the form.

Processing Workflow Tasks

Sending forms can be as simple as filling a form, clicking the Send Form
command on the File menu, and specifying a recipient. You may send
forms on an ad hoc basis, or you may send the same forms to the same
recipients frequently. You may have form applications that automate the
process for you, so that you have only to click a single button to save form
data, and send it on to a particular recipient.

JetForm also supports more structured movement of forms from one
person to another, known as workflow. Forms move in a pre-determined
sequence of recipients, defined by the workflow designer. Each recipient
performs some task in the workflow.

For example, when you file an expense report, your task is to fill the
expense form. Your manager’s task is to approve the form or send it back
to you to modify, and your Accounts Payable department’s task is to
prepare your check and send the form back to you as confirmation.

Workflow designers have a choice between these types of workflow:

= peer-to-peer routing, using FormFlow, where you fill a form and send it
directly to the next participant

= client-server workflow, using InTempo, where you fill a form and send
it to InTempo Agent on its way to the next participant.
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See “Processing InTempo
Workflow Tasks” on
page 6-18.

=

Quick keys: CTRL + O

You need to know the type of workflow that you want to initiate:

= YOu use a routing map, that is, a file with an .FRw extension, to start a
FormFlow routing.

= You use afile with an .FRP extension to initiate an InTempo workflow.

Processing FormFlow Routing Tasks
Starting Routing Tasks

When you open the routing map (an .FRw file), you are starting a
FormFlow routing workflow and preparing to do the initial task.
Opening the .FRw file in turn opens a form, which you fill as you would
any other form. When you complete the form, you route the form to the
next recipient, which FormFlow usually determines automatically, based
on the information in the routing map.

[] To start a routing task

1. On the File menu, click Open. The Open dialog appears.

2. If the file you want is on a different drive than the one displayed, click
in the Drives box, then click the drive you want.

3. In the Directories box, double click the directory you want.

4. Click in the List Files of Type box, then click Routing Designs
(*.frw, *.fwl).

File M ame: Directories:
I order.frp d:Mormflowhsampleshespense
C |
expense.fra * (= i *
== farmilaw
B sales
B= expense
]

List Files of Type: Diives:

Fiouting Designs [* fre: ful)

IE:I: |£|

5. Click the name of the file you want to open, then click OK.

6. If you are not logged into your email system, your email system login
dialog appears. Type the login information, then click OK. The form
associated with the routing map appears in your workspace.
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7. Fill the form as you normally would.
8. On the File menu, click Save to save the record.

Routing Forms

When you have completed your portion of a workflow task, you route the
form to the next person who needs to see it. For example, once you fill
your expense form, you need to route it to your manager for approval.

H [J To route a form

1. Save the record if you have not already done so. On the File menu,
Quick keys: CTRL + U click Save.

2. On the File menu, click Route Task. One of the following happens:

» If the workflow was designed to determine the next recipient
automatically, FormFlow sends the form.

» If the workflow was designed to let you select the recipient, the
Resolve Role dialog appears.

= Resolve Role

- Manager:

Type an email address here or I Address... I

click Address to select one.

Carloz Delgado Add
Clear Al

[ Don't show this dislog again

| 0K I | Cancel I | Eelp

3. Do either of the following:

» Type the name of the person to whom you want to send the form.

» Click Address, then select a name from your email system’s address
book. Click OK to return to the Resolve Role dialog.
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Click a task, then click __|

Run to open the form.

Click here to use the
InTempo Task List
dialog.

Enable this to filter out |

completed tasks.

4. If you will always be routing this form to the same person, enable
Don’t show this dialog again. FormFlow retains the name of the
recipient. The next time you route this form, FormFlow will not prompt
you for the recipient’s name again.

5. Click OK to route the form.

Participating in Routing Tasks

When you receive a form sent to you by the initiator of, or by a previous
participant in, a routing workflow, you accomplish your assigned task by
opening the form, filling it, then sending it on to continue the process.

1 To open a task
1. On the Tools menu, click Task List.
2. If you are not logged into your email system, your email system login

dialog appears. Type the login information, then click OK. The
FormFlow Task List dialog appears.

= FormFlow Task List
List of Routing T asks:
| State | Staage | |riitiatar | Dezcriction | Created
Done  Accounting Department  WLUEKDW Bazic Routing Design 04/22 /199810:59.02

tazic Routing Design (4 95811:00:15

—EARGE]

Shipping Department WLLEOW

«[ +

— Don't Show Finished | Bun Il Broperties. . || Delete II Close || InTempo || Help I

3. Scroll through the list of tasks, then click the one you want.
4. Click Run to open the task and load the form.

5. Fill or modify the form, as required.

6. Save the record.

7. Route the task to the next recipient, or process the next task, as required.
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Checking Routing Tasks

You can use your Task List to view the routing tasks you have:
« Started

= received and processed

= received but not yet looked at.

The Task List provides a list of all your workflow tasks, and their current
stage of completion. For example, if you want to find out if your manager
has processed your expense form, the Task List can tell you.

] To check the status of your tasks
1. On the Tools menu, click Task List.
2. If you are not logged into your email system, your email system login

dialog appears. Type the login information, then click OK. The
FormFlow Task List dialog appears.

Click a task, then click

Run to open the form.

Click here to use the

InTempo Task List
dialog.

Enable this to filter out |
completed tasks.

= FormFlow Task List
List of Routing Tasks:
| State | Stage | Inikiakar | D escrintion | Created
Done  Accounting Department  VLLEOW Bazic Fouting Design 04/22 A199810:59.02
«[ -
—F Don't Show Finished | Bun I | Properties. .. I | Delete I I Cloze || InTempo Il Help I

The Task List dialog shows each stage of each workflow you have
participated in. It displays the current state of the task, the current
stage, the name of the person who initiated the workflow, a description
of the task, the date and time it was initiated, and the path and file
name of the routing map. You may need to scroll left or right to view all
the information.

An envelope icon in the left-most column indicates a task that you have
not yet opened.

3. By default, FormFlow sorts tasks by date and time. You might want to
sort them alphabetically by initiator or description. To sort the task list
in a different order, click the appropriate heading.
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=

Quick keys: CTRL + O

4. To see more information about a task, click it, then click Properties. The
Task Properties dialog appears.

5. Click the Status tab. For each participant in the workflow who has
initiated a task, there is a folder with information on that task. Double
click a folder to view this information.

6. Click Close to return to the Task List dialog.
Processing InTempo Workflow Tasks

Initiating an InTempo Workflow

To perform the first task of an InTempo workflow, you open the
designated .FrP form file.

[ To initiate an InTempo workflow

1. On the File menu, click Open. The Open dialog appears.

File M ame: Directories:
I arder.frp d:Mormflowhformshsales

analysiz. frp | = dn *
¢ arder.frp § B Farmilow

pastiep = forms

salesfol frp

= sales

Ligt Filez of Type: Dirives:

[Forms i) ENEE 1]

2. If the file you want is on a different drive than the one displayed, click
in the Drives box, then click the drive you want.

3. In the Directories box, double click the directory you want.

4. Click the name of the file you want to open, then click OK.

5. If you are not logged into your email system, your email system login
dialog appears. Type the login information, then click OK. The form

appears in your workspace.

6. Complete the form as you normally would.
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7. On the File menu, click Save to save the record.

Quick keys: CTrL + U

8. Send the form to InTempo Agent.

Sending Form Data to InTempo Agent

After completing a form, you send its data to InTempo Agent, which then
determines the next recipient based on the workflow design. For
example, once you fill an expense form, you send the data to InTempo
Agent, which forwards it to your manager for approval.

0 To send form data to InTempo Agent
1. On the File menu, click Route Task.
2. If you are not logged into your email system, your email system login

dialog appears. Type the login information, then click OK. The Route
InTempo Task dialog appears.

Route InTempo Task

Actions:
rAttachrment

Add... Bemaove I

If this is the first step in the workflow, the Actions field might contain
only the “Initiate” action.

3. To include additional files such as instructions or graphics:
» Click Add. The Add Attachments dialog appears.
= Select the file you want to include as an attachment.
» Click OK. The file name appears in the Attachments field.

4. In the Actions field, click the action you want to perform.
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5. If you choose an action that is preceded by an asterisk (for example,
Delegate), your email system’s standard Address dialog appears:

» Choose the name of the person to whom InTempo Agent should
send the form data next.

» Close the dialog.
6. To send the form data to InTempo Agent, click Submit.

7. If your organization uses only FormFlow Filler, the Package Form
dialog appears.

Specify what you want to include in the package. Click each tab on the
dialog and specify package options, then click OK.

8. FormFlow sends the form data.

Note: In a mixed Filler environment, FormFlow includes all data
records in the package it sends.

Participating in InTempo Tasks

When you receive a form sent to you by the initiator of, or by a previous
participant in, an InTempo workflow, you open the form, fill it in, then
send it on to continue the process.

1 To open a task

1. On the Tools menu, click Task List.

2. If you are not logged into your email system, your email system login
dialog appears. Type the login information, then click OK.

3. Filler first displays any error messages InTempo Agent may have sent.

4. Filler checks for deadline messages, specified in the workflow by the
workflow designer. InTempo Agent sends a deadline message to a
participant when the allotted time for completing the task expires. At
the same time, it passes the workflow transaction on to the next
participant, based on the rules in the workflow definition, skipping
your task.

When you acknowledge a deadline message, Filler deletes the task
message along with any messages associated with the task message.
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5. Filler then checks for and displays any reminder messages. The
workflow designer can include reminder messages in the workflow to
tell you that you have a task to complete within a specific time frame.

After you acknowledge the reminder messages, the InTempo Task List
dialog appears.

Click a task, then click
Properties to get more —
information.

Click here to use the

= InTempo Task List

Task Messages:

AUTOTESTS d to this request in person

FormFlow Task List
dialog.

«[ T +

| Bun Il Delete II Close ”EmmFluw” Help I

See “Sending Form Data
to InTempo Agent” on
page 6-19.

For more information on
requesting workflow
status, see the InTempo
Developer’s Guide.

6. Click the task that you want to open, then click Run. The InTempo Task
Message dialog appears.

7. Click Continue to open the task and load the form.

8. Fill or modify the form, as required.

9. Save the record.
10. Send the record to InTempo Agent.

Checking InTempo Workflow Tasks

InTempo Agent records, in its transaction database, information about the
steps of each workflow transaction it processes. To query this database,
you complete a status inquiry form and send it to InTempo Agent.

InTempo Agent sends the results of the inquiry back to you in an email
message. This message provides information about the steps in your
workflow transaction, such as their current stage of completion. For
example, if you want to find out if your manager has processed your
expense form, the status request response can tell you.
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Updating Tasks

If you are interrupted while filling a form and need to exit from
FormFlow Filler, you can the save the information you added or
modified, and return to the task later.

] To update a task

1. Save the record if you have not already done so. On the File menu,
click Save.

2. On the File menu, click Update Task. FormFlow saves the version of
the form you were working on back to the Task List.

3. Close the form and exit from FormFlow Filler, as required.

The next time you open the form from the Task List, FormFlow displays
your modified form instead of the one you originally received.



Printing Forms

This chapter explains how to print forms from FormFlow® Filler.
It describes how to select a printer, and how to print forms in the
following ways:

= on blank paper
= 0N pre-printed stationery
= toan output file.
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=

Selecting a Printer

If you have more than one printer available to you, select the printer you
want to use to print the form.

[1To select a printer
1. On the File menu, click Print. The Print dialog appears.

Quick keys: CTRL + P 2. Click Printer. The Print Setup dialog appears.

= Print Setup
Default Printer ;
[ GMS 1725 Frint System, on LET1: ‘ T

rErrinter. -

| Options... I
Linotronic 330, on FILE:
PaztScript Printer, on LPT1:

M5 1725 Print Sygtem, on LPT1:
QM5 1725 Print Systerm, on LPT2:
WINF2H, on FasModem

Set ag Default Printer I

3. In the Printers section, double click the printer you want to use, or click
the printer, then click Set as Default Printer. The currently selected
printer appears in the Default Printer section at the top of the dialog.

4. To define printer-specific options, click Options. The dialog that
appears varies with the printer you have selected. You may be able to
change the settings for paper size, resolution, copies, memory, fonts,
page orientation or font cartridges.

5. After defining options for your printer, click OK to return to the Print
Setup dialog, then click Close to return to the Print dialog.

Note: Since each printer has different built-in fonts, changing your
printer affects the fonts available to FormFlow. When you change
your printer, some text on your form may look different.
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Printing a Form

You can print a form in any of the following ways:

= print both the form and the associated data, typically on blank paper
= print data only, typically on pre-printed stationery

= print to an output file, then print the file from another workstation,
even if that workstation does not have FormFlow installed.

] To print a form

1. Open the form you want to print.

See “Selecting a Printer” 2. If you have more than one printer, and the one you want is not
on page 7-2. currently the active printer, select the printer you want to use.
% 3. On the File menu, click Print. The Print dialog appears.
Quick key: CTaL + P
Frinter: [IMS 1725 Print System, on LPT1:
Copigs: |1 @
Enter page numbers and/or page ranges
seperated by commasz. For example, 1,3,5-12. —
[ Filled pages only : ) Enable this to print
[ Prirt ta file [~ to a .PRN file
See “To change print 4. To change your print options, click Options and make any necessary
options” on page 7-4. changes in the Print Options dialog.

5. In the Copies field, type the number of copies you want to print, up to
999 copies.

6. In the Page range section, do the following:

» For multi-page forms, specify the range of pages you want to print.

« To print only filled pages within the specified range, enable Filled
pages only.

See “To print to a file” on 7. To print to an output file, rather than to a printer, enable Print to file,
page 7-5. then specify a file name in the Print to File dialog.
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8. Click OK to start printing.

] To change print options

1. On the File menu, click Print. The Print dialog appears.

2. Click Options. The Print Options dialog appears.

Prink coloras——————— (Fomand date——————
O Black O Both
® Lolor O Data only
1 white (® Form only

Speed—————————————— Print zcmollable test———

(® Begular ® as curment text box

O Fast ) as expanded text box

() Extra fast ' on continuation page
-Record

(® Curent C Selected I all

~Option
[ Print fill character

[~ &l forms in folders

[ Fitto page

[™ Print table row as expanded row

[ Print table records on continuation page

I Ok I | Cancel I | Help I

3. In the Print color as section, click one of the following:

» Black - to print colored text and objects as black.

» Color - to print the form using the colors defined in your form.
On black and white printers, colors are printed using corresponding
shades of gray.

» White —to print colored text and objects as white.

4. In the Speed section, click Regular. If you are using an HP LaserJet or
compatible printer, you can also choose Fast or Extra fast.
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5. In the Form and data section, enable one of the following:

» Both - to print both the form and the associated data. Use this
option when you are printing on blank paper.

» Data only - to print the form data only. Use this option when you
are printing on pre-printed stationery.

» Form only —to print a blank copy of the form. Use this option when
you are printing on blank paper, and want a sample, unfilled form.

6. In the Print scrollable text section, you control how FormFlow prints
scrollable fields that contain too much text to fit in a single copy of the
form. Enable one of the following:

= ascurrent text box — to print a text box as it appears on the screen,
truncating any data that does not fit.

» as expanded text box — to print a text box expanded to show all the
data it contains.

= 0N continuation page — to print data that does not fit in the current
text box on a continuation page.

7. In the Record section, enable one of the following:
» Current - to print only the current record.
» Selected - to print the record(s) you have selected.
» All-to print all records in the database attached to the form.

8. In the Options section, enable any combination of the following:

» Print fill character — to print the symbols—such as asterisks or
dots—used as guides to show where and how many characters to
type in afield.

» All forms in folder - to print all the forms in the current folder.

» Fitto page - to scale a form to print on a different paper size than
the one for which it was originally designed.

» Print table row as expanded row - to print a table row expanded to
show all the data it contains.

» Print table records on continuation pages - to print table rows that
do not fit on the current form on a continuation page.

[ To print to a file
1. On the File menu, click Print. The Print dialog appears.

See “To change print 2. To change your print options, click Options and make any necessary
options” on page 7-4. changes in the Print Options dialog.
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3. In the Copies field, type the number of copies you want to print, up to
999 copies.
4. In the Page range section, do the following:

» For multi-page forms, specify the range of pages you want to print.

» To print only filled pages within the specified range, enable Filled
pages only.

5. Enable Print to file and click OK. The Print To File dialog appears.

= Print to File

Dutput File Marme: Ok,

|| Cancel

Help

il

6. In the Output file name field, type a name for the output file, using the
extension .PRN, then click OK to return to the Print dialog.

7. Click OK to start printing.
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FAL files 2-17 fixed field 4-5
FAP files 2-17 FLB files 2-17
Fast Fill floating field 4-5
bar code fields, filling 4-11 FMK files 2-17
combs, filling 4-11 FML files 2-17
exiting from 4-10 FNT files 2-17
graphic fields, filling 4-11 FOL files 2-17
overview of 4-9 fonts, installing 2-14
starting 4-10 form applications, opening 3-8
tables, filling 4-10 Form Library
FDB files 2-17 displaying 3-10
FDS files 2-17 opening forms 3-9
FFL files 2-17 form packages

displaying contents of 6-9
forwarding 6-11

receiving 6-6

returning to originator 6-12
saving to disk 6-10
unpacking 6-10

updating 6-10
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FormFlow H

customizing 3-13to 3-18

file types 2-17 help
getting help 1-4 field 3-12
package contents 2-2 field information 3-13
program files 2-10 installing 2-13
registering 2-16 status bar 3-13
routing, installing support for 2-11 ToolTips 3-11
screen components 3-3 help with FormFlow 1-4
starting 3-2 hide
system configuration requirements 2-2 graphics 3-14
FormFlow Filler only environment non-printables 3-14
definition 6-2 status bar 3-14
receiving packages 6-6 toolbar 3-16
sending formsin 6-2 traceables 3-15
FORMFLOW.INI 2-8 HLP files 2-18
forms HOME key, moving cursor with 4-2

Lotus Notes form See Lotus Notes

opening 3-8 to 3-10

packaging 6-8

printing 7-3to 7-6 I
receiving through email 6-6 to 6-7
sending through email 6-2 to 6-5
signing electronically 4-12 to 4-14
spell checking 4-18 to 4-20

icon, Filler 3-2

indexes
new, adding 5-19 to 5-20
searching on 5-16

FOT files 2-18 :
FPK files 2-12, 2-18, 6-2 _sort, selecting 5-18 to 5-19
FRL files 2-18 INI files 2-18

DFCONFIG.INI 2-8
FORMFLOW.INI 2-8
WIN.INI 2-5

FRP files 2-18, 6-13
FRW files 2-18, 6-13

FWL files 2-18 . . .
EXM files 2-18 installation checklist 2-3
installing FormFlow Filler
set up to use network copy 2-8
silent installation 2-9
G standalone computer installation 2-5
InTempo
general field 4-5 checking tasks 6-20
graphic field 4-5 initiating task 6-17
graphic fields installing support for 2-11
filling 4-6 to 4-7 participating in workflow 6-19
in FastFill 4-11 sending form datato 6-18

linking to other programs 4-17
OLE object, inserting into  4-15
graphic file formats
installing support for 2-13 \]

graphics, show or hide 3-14 . .
JetForm Central, installing support for 2-12

JetForm Information Center 2-16
JFM files 2-12, 2-18, 6-2, 6-7

K

KRN files 2-18
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L online help
installing 2-13
level of security 4-12 online help, accessing 1-4
LEX files 2-18 opening
Library toolbar, displaying Form 3-10 form application 3-8
LIC files 2-18 forms 3-8
LOG files 2-18 routing map 3-8
lookup lists Oracle databases, installing support for 2-10

displaying automatically 4-9
using 4-8to 4-9

Lotus Notes P
databases, installing support for 2-10
logging into server 5-7 package
selecting a form 5-5 creating aform 6-7
selecting in Databases dialog 5-3 displaying contents 6-9
LSZ files 2-18 forwarding 6-11

receiving a form 6-6
returning 6-12

M unpacking 6-10
updating 6-11

mail systems page number field 4-5

installing support for 2-11 Paradox database

sending form data by 6-3, 6-4 deleting records from 5-11
MB files 2-18 installing support for 2-10
menu bar 3-3 pasting text 4-2
menus, non-standard 3-3 PDF files 2-13,2-18
minimum system configuration 2-2 percentage field 4-5
mixed Filler environment PHN files 2-18

definition 6-2 PRF files 2-18

receiving packages 6-6 DFFILL.PRF 2-8

sending form data in 6-4 printing
modify existing record 5-10 changing options 7-4
MSG files 2-18 form 7-3

non-printables, displaying 3-14
selecting printer 7-2

to file 7-5
N PX files 2-18
NDX files 2-18
NET files 2-18
non-printables, show or hide 3-14 Q

query by form 5-15

O

OCX files 2-18 R
ODBC
access to database 5-6 radio button fields 4-5 to 4-6
selecting in Databases dialog 5-3 README file, viewing 2-3
ODBC databases, installing support for 2-10 recalculation, automatic 4-11
OLE controls, installing 2-14 recommended system configuration 2-2

OLE object, inserting in graphic field 4-15 to 4-16
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records
adding 5-10
deleting 5-11
new 5-10
printing 7-5
searching 5-14 to 5-18
spell checking 4-18
updating 5-10
registering FormFlow 2-16
removing FormFlow 2-15
requirements, system 2-2
routing maps, opening 3-8, 6-13

S

save, database 5-8
screen components  3-3
searching records

query by form 5-15

search on expression 5-17

search on index 5-16
security

electronic signatures 4-13

level 4-12
sending form data

in a FormFlow Filler only environment 6-2 to 6-4

in a mixed Filler environment 6-4 to 6-5
show

graphics 3-14

non-printables 3-14

status bar 3-14

toolbar 3-16

traceables 3-15
signature field 4-5
signatures, electronic 4-12 to 4-14
SMARTDrive disk-caching program 2-4
sorting index, selecting 5-18, 5-20
spell checking 4-18 to 4-20
SQL Server databases, installing support for 2-10
SQL tables

changes

committing 5-13
rolling back 5-13

deleting row from 5-11

logging into 5-4

selecting in Databases dialog 5-3
status bar

field information on 3-13

in Query by Form window 5-15

record and field information on 3-7

show or hide 3-14
Sybase databases, installing support for 2-10
SYM files 2-18
system configuration requirements 2-2

T

tables, on form
filling 4-4
in Fast Fill 4-10
scrollable 4-4
tables, SQL
changes
committing 5-13
rolling back 5-13
deleting row from 5-11
logging into 5-4
selecting in Databases dialog 5-3
task list
filtering completed tasks 6-16
initiating InTempo tasks from 6-17
opening tasks from 6-15, 6-19
sorting 6-16
starting routing tasks from 6-13
updating tasks 6-21
TD files 2-18
text
editing 4-3
entering 4-2
formatting 4-3
selecting 4-2
spell checking 4-18 to 4-20
time field 4-5, 4-7
time, inserting current 4-7
title bar
customizing 3-18
understanding 3-3
toolbars
creating new 3-16
customizing 3-17
data 3-5
deleting 3-18
Form Library 3-10
moving 3-15
non-standard 3-3
removing buttons 3-17
restoring default buttons 3-18
search 3-6
show or hide 3-16
standard 3-4
ToolTips, displaying 3-11
traceables, show or hide 3-15
TrueType fonts, installing 2-14
TYP files 2-18
Type Director fonts, installing 2-14
typographical conventions 1-3
TYQ files 2-18
TYS files 2-18
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U

uninstalling FormFlow 2-15
user interface, FormFlow 3-3

vV

verify electronic signature 4-14

w

WIN.INI
DFConfigPath= 2-5
PrefsPath=2-5
Windows 3.1, loading SHARE.EXE 2-3
Windows 3.11, loading VSHARE.386 2-3

WMF files 2-18
workflow
definition 6-12
form data, routing 6-14
form data, sending to InTempo 6-18
installing support for 2-11
task
checking InTempo  6-20
checking routing 6-16
filtering completed 6-16
initiating InTempo  6-17
opening routing 6-15
participating in InTempo 6-19
sorting 6-16
starting routing 6-13
updating 6-21
WPK files 2-12, 2-18
write access, to network database 5-9
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